



























Pin a Dollar to this Ad 
ard Receive 2 Revolutionary New-Type 
Stamp Pads of Micro-cellular Rubber 


The Lint-Free Stamp Pad that inks perfectly 
with only the slightest touch of stamp to pad. 


NEW-TYPE Stamp Pad 


($1.00 Retail Value) 


of 
ci S dC gift with the 7 of one other stamp pad at $1.00 


If you use stamp pads in your office, here’s a remarkable 
opportunity to try the new type pad that’s lint-free, 

noiseless and effortless to use. 

Sanford’s revolutionary new stamp pad of micro-cellular > 
rubber eliminates noise and wrist strain because it inks 
stamps perfectly at the slightest touch. When you use 

this new all-rubber stamp pad, even the smallest type mag 
a clear and readable impression because the stamping 

surface is utterly free of lint. And this amazing new 

stamp pad—which outlasts several ordinary stamp pads— 
inks more uniformly than ordinary stamp pads 

since every pad contains 38,000 micro-cellular 

ink reservoirs. Best of all, unlike traditional pads, this 

pad can be used immediately after re-inking. 





Accept $2.00 Value for $1.00 


Solely to acquaint you with this ne-: development we 
make a remarkable offer. Buy one of these amazing new 
stamp pads at the regular price of $1.00 and we'll buy 
one additional $1.00 pad for you. Act today while this 
remarkable offer lasts. Send $1.00 for one Sanford 

stamp pad now and receive a second $1.00 pad as our gift 
to you. (Only one gift pad to an office. ) 


$2°° value only 


° at. 














Be Sure to Specify Color 


CL Red C] Blue 

D Black C) Green (If you want two colors, 
check both.) 

DD Violet CL) Un-inked 





SANFORD INK COMPANY, Bellwood, Illinois 
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With new telephones installed at the rate 
of one every four sconds, according to com- 
munication officials, it seems fitting that 
notice be given to the companies who supply 
the millions of miles of cables and lines used 
in this industry. 

This month we have chosen to honor a sec- 
retary with one of the nation’s largest pro- 
ducers of transmission lines, the McGraw 
Electric Co. 

In an industry so essential to the country’s 
daily activities there is a tendency to neglect 
the suppliers of the industry and the people 
who manage and work in the arteries that 
channel their products. Miss Mary Lou 
Thompson at McGraw, (her story’s on page 
12) is one of these valuable employees, con- 
tributing inestimable assistance to her com- 
pany’s and her boss’ success. 
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Letters... from our Readers. 
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Dear Editor: 

There is one thing Pennsylvanians and Texans have in 
common. Here in the wide open spaces we have to take 
ten-league steps to cover ground, and I notice in your deed 
in the December issue of THE SECRETARY that you step 
from Dingle Street clear across Traverse Street without 
batting an eye. 

I enjoy your articles immensely. I hope I will have the 
pleasure of receiving a copy of you. articles as aa have 
offered. 

Mrs. Lillie Wehe 

San Antonio, Texas 
(Congratulations to you, Mrs. Wehbe, and to your com- 
panion sleuths listed below who discovered the error in last 
month's “Law for the Secretary” article. Traverse Street 
should indeed be Dingle Street. The following sharp-eyed 
readers will also receive a complimentary copy of the law 
articles, as we promised, when the series is completed: 
Lillian G. Grant, Hartford, Conn.; Mable Noble, Battle 
Creek, Mich. Augusta V. Hurst, Philadelphia, Pa; Rhea 
Barnum, Lansing, Mich.; Elsie H. Pelling, St. Petersburg, 
Fla; Frances E. Wallace, San Antonio, Tex.; Virginia M. 
Bell, Dallas, Tex.; Doris Coope, Canfield, Ohio; Marjorie 
Ruble, Altoona, Pa.) 


Dear Editor: 

The Employment Interviewer of the company for which 
I work and I disagree with your answer to the question, 
“Should I mention salary?”, in the “Please Tell Me” col- 
umn of the September issue of your magazine. 

We think that the subject of salary should be discussed 
as freely and as thoroughly as any other matter that the 
applicant needs to know about the prospective job. In fact 
the Employment Interviewer tells me if an applicant for a 
job did not express an interest in the amount the job paid, 
the company’s system of promoting, etc., he would not rate 
the applicant very highly. 

After all, why shouldn’t the applicant ask intelligent 
questions about one of the most important things on any 
job? 

Yours sincerely, 
Helene Thompson 


Dear Editor: 

I have just finished reading the December issue of THE 
SECRETARY and feel that it certainly is just what we need 
to keep us on our toes and alive in our jobs. 

Just one thing which bothered me—What’s the matter 
with New England? Don’t we have any secretaries up here 
or are they all too busy to find time to be represented in 
your fine publication? 

I have just written to the National Secretaries Associa- 
tion to inquire about membership and shall undoubtedly 
subscribe to your magazine after I hear from them. 

Best wishes for your continued success in publishing a 
much needed magazine. 

Cordially yours, 
Marjorie M. Dow 
Roxbury, Vermont 
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THE VERY LATEST IN QUALITY CARBON PAPER 
Made Especially to Simplify Your Carbon Paper Purchases 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 

NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. SEC 3 


Please send Free, without any obligation, samples as above to: 


Firm 





Street. 
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Ax APPALLING blow at feminine ego was struck in July 
of last year! At that time the results of a job survey were 
revealed, indicating that the majority of women workers 
are employed in jobs demanding the least amount of edu- 
cation, training, skill and experience. 

Of the more than 17 million women employed in busi- 
ness and government about 70 per cent of them are clus- 
tered in four relatively low-salaried categories generally 
regarded as “women’s work”: 29 per cent in clerical tasks, 
19 per cent in factory jobs, 1144 per cent in service occu- 
pations and almost 10 per cent in housework. 

Although three out of every ten workers are women, 
responsibility and its expected rewards haven't kept pace 
with the number of women workers, whose ranks have cata- 
pulted rapidly within the last sixty years. Very few women, 
for example, are found in business management. Are tradi- 
tion and prejudice the real causes? Or are the women them- 
selves to blame? From the evidence it appears that it is the 
feminine workers who have been found wanting. 

Today there's a serious shortage of good management 
ability and potential. Because of the continued tense global 
situation and the possibility of universal military training 
a good portion of management personnel may be recruited 
from the female contingent. But what is the woman worker 
doing to prepare herself? 

The following guides have been devised to assist the 
ambitious, capable young woman who has a strong desire 
to rise above the rank-and-file. 


Setting the Goal 

Planning, so essential to good business management, is 
equally important in all phases of human activity. There- 
fore, the first thing the woman worker should do is select 
the type of position she wants. Once the goal is fixed, all 
her actions should lead toward it. Vision and drive are 
necessary when the sights are set high and temporary set- 
backs should serve as an impetus rather than a deterrent to 
reaching the ultimate objective. 


Education and Training 
Generally, a college education is a qualifying factor for 
the higher level positions both in industry and government. 
The advanced degrees lead to the higher salaried jobs. For 


Four 


Guides for Career Women 


By DOROTHY S. WASHBURN, M.B.A. 


Major, US Air Force Reserve; Marketing Consultant; 
Formerly, Lecturer in Marketing, Temple University 


those who do not have a college background, schedules can 
be planned for evening school attendance. Numerous op- 
portunities are offered by many universities and colleges in 
general and specialized subjects. 

Historically, a good number of “fair-haired girls” have 
been drawn from the secretarial ranks. Secretarial training 
provides an excellent background for higher echelon posi- 
tions. It affords the opportunity to develop initiative, re- 
sourcefulness, tact, good judgment and a keen sense of re- 
sponsibility—all essential qualities of leadership. 

For the past few years private industry and government 
have been extremely interested in the development of ex- 
ecutive skills. Many companies and public agencies have 
devised employee-training programs in an endeavor to 
increase the effectiveness of supervisory and staff personnel. 
Women who are interested in advancement in their chosen 
fields should apprise management of their desire to partici- 
pate in these programs. 


Attitude 

Attitude or behavior toward the job, toward the boss 
and toward associates may spell the difference between pro- 
motion and stagnation for the female employee. Loyalty to 
your employer is an excellent attribute, recognized, and 
usually rewarded. Enthusiasm is contagious, but so is grip- 
ing. An interested, helpful and willing attitude tends to 
create a Climate for teamwork and cooperation. Emotional 
outbursts, jealousy, resentment and a defeatist attitude are 
always regarded as “female characteristics.” 

A wise woman subordinates her personal feelings, ana- 
lyzes situations objectively, and exercises self-restraint at all 
times, no matter how trying the conditions may be. It’s 
difficult for most women, but self-discipline can be learned. 


Habits and Mannerisms 

A great deal of advice has been published on personality 
development. The salesman is constantly warned against un- 
pleasant habits and mannerisms since they are more respon- 
sible for irritated customers and loss of sales than actual 
lack of selling ability. As in the case of the salesman, bad 
working habits and annoying personal mannerisms can 
prove fatal to a woman who aspires to a position which 
requires contact with top level personnel, as well as the 
public. Women have been by-passed for promotion, and 
have even lost their jobs because of laziness, slovenliness or 
gossiping. 

The following habits, for example: chewing gum in the 
office, leaving lip-stick scarred cigarettes in ash trays, click- 
ing heels and maintaining desks and other work areas in 
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chaotic disorder mark a girl as a poor risk for higher re- 
sponsibilities. 

Unfortunately, good habits seem harder to acquire than 
bad habits. One of the most important feminine character- 
istics and one that is not very much in evidence these days 
among young women workers is graciousness. A gracious 
manner means consideration for the other fellow, and con- 
sideration for the feelings of associates is an important 
quality in a leader. 

Courtesy, closely allied to graciousness, also seems to be 
a forgotten virtue. Don’t forget, girls, the boss is still sus- 
ceptible to common, every day court- 


Personal Appearance 

Although this subject has had a tremendous amount of 
publicity in magazines, newspapers, movies, radio and tele- 
vision, it is surprising to find how many women are just 
plain neglectful of their appearance. Girls on the job should 
always be neatly and conservatively dressed. The belief 
that exaggerated hairdos, heavy make-up and peek-a-boo 
blouses are glamorous in office environment is fallacious. 
True, these styles may be fleeting eye-catchers, but they will 
never appeal to the conservative man who is looking for 
prospective junior executives. 

Conclusion 








esy. Little pleasantries like “please,” 
“thank you,” “good morning,” and 
“good night,” are very important in 
oiling the wheels of the daily grind. 
Good manners will never be old fash- 
ioned or outmoded; a thoughtful word 
or a kind gesture is not forgotten. 
Telephone courtesy, too, aids in cre- 
ating good will for the company. A 
pleasing voice and courteous treatment 
of customers over the telephone go a 
long way in cementing good public 


The most stupid woman in 
the world is considered by 
other women a superior being 
if she can make a man do 


what she wants. 


—Sacha Guitry. 


The career-minded woman does not 
have an easy road ahead. She must be 
constantly improving herself and de- 
veloping her skills so that she will be 
prepared to accept responsibilities 
when the opportunity is afforded her. 
She must know her faults, as well as 
her virtues. She must be able to meas- 
ure her abilities and her performance 
in an objective manner. 


To assist her in this self-analysis the 
following check list is suggested. 
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Check List for Personal Analysis .. . 


Self Development 


Do I participate in training courses 
that will lead to my advancement? 
Have I developed good reading habits? 0.00. cee 
Do I constantly attempt to broaden 
my horizons by learning new meth- 
ods and techniques developed in 
my chosen field? 

Work Habits 
Am I punctual in reporting for 
work, meetings or appointments? moat, Saenger 
Is the arrangement both within and 
on top of my desk neat and orderly 
to facilitate work progress? esessssnsse—ststneenee 
Am I able to work under pressure? oneness 
Do I accept criticism gracefully? ecscscssne — ssnesnenten 
Do I complete my assignments be- 
fore scheduled deadlines? (— —reeessssesss— snntunttnees 
Am I able to grasp instructions 
quickly amd accurately? (0 nsessssersns.—sseosetsoum 
Do I have a good working knowl- 
edge of English? 0 atessssese 
Am I able to express myself clearly 
both orally and in writing? (—eessecstansauseneueen 
Do I plan and organize my work so 
that wasted time and effort are held 
to a minimum? 
Do I accept changes without resist- 
| ll ae 
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Personal Habits and Mannerisms 
Yes No 

Do I have a pleasant speaking 

Weer Saas. aessacteniot 
Am I always courteous? —esessssse—_stssnnennee 
Do I consider the other fellow’s 

ss eee err 
Ol 
Do I chew gum in the office? i resessessss—sussnenen 
Have I acquired any irritating 

a se ere 
Am I tactful in dealing with other 

Mec, ee LS a ene 

Personal Appearance 

Are my clothes neat and conserv- 

RE De per kn patina d natal le 
Are my hair arrangement and make- 

up becoming and comscrvative? —————rccccsssse —suntmneuneen 
Are the seams on my hose always 

| iaaahis: deena 
Are my clothes free from pins, 

broken or missing buttoms? (i rssssssssse sine seston 
Are my shoes always well brushed 

eG 


Attitude 
Do I have a chip on my shoulder? —ecceccsc  snnmsnenen 
Do I demand personal attention? rer... 
Am I a sympathetic listemer? — —resssscssse snenennenn 
Do I willingly assist associates 
when help is needed? etasasssne—_srnnsnene 
Do I attempt to establish friendly 
relations with my associates? 











S 
ates 7 
Pn 
a / 
Saal”, IMAGINE that your 
7d | experience with car- 
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typing courses was similar to mine. The 
instructor did a good job of showing us 
how to insert a collated pack of paper 
and carbon sheets into the typewriter, 
but nothing was said about the impor- 
tance of selecting the right carbon paper 
for a particular job. In fact we might 
not have been using the right carbon 
paper at the time, and just assumed that 
smudged copies, dirty fingers, faint and 
illegible copies were the accepted vices 
of all carbon papers. 

Not until I had an opportunity to 
visit ten leading manufacturers of car- 
bon paper a short time ago did I learn 
that there is a great difference in carbon 
papers, even from the same manufac- 
turer. The right selection for a particular 
job is really a simple matter that can 
account for better quality copies, often 
at a lower cost! Even the finest carbon 
paper will give poor results if not suited 
for the job. 


How to make good carbon 
copies 


All the various influences which enter 
into the making of a good carbon copy 
can be placed into four primary factors: 
1. The quality of the carbon paper. 
2. The weight of the carbon paper. 

3. The finish of the carbon paper. 
4. The force of the type blow. 

Let's examine these four elements one 

by one. 


What's the difference in 
quality? 


If all carbon papers were of the same 
quality, you would be foolish to pay 
more for one than another. Brands, even 
by the same manufacturer, vary in qual- 
ity, however, and their differences are 
naturally reflected in the price you pay. 
Here are some of the things you get 
from a better sheet of carbon paper, 
even by the same manufacturer: 
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Tougher tissue for longer wear. 
More absorbent tissue that holds ink 
longer. 

Better ink formula that produces 
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sharper impressions, more cleanli- 
ness in handling, less smudging of 
copies, and longer-lasting copies. 

4. Uniformity in tissue and inking 
from one sheet to another. 

5. Extra care in production and inspec- 
tion. 

6. Special coatings to resist curling. 

7. Better manifolding quality to pro- 
duce more copies per writing. 

8. Special conveniences which aid in 
handling. 


How much more does 
better quality cost? 


The cost of a piece of carbon paper in 
a business letter today is estimated at 
1/10 of 1% of the cost of the com- 
pleted letter. The rest of the correspon- 
dence cost comes from dictation and 
transcribing time, filing, overhead, and 
other supplies. 

With today’s higher labor costs, just 
one extra letter a week made possible 
by the convenience of better quality 
carbon paper and less retypings would 
pay for all the carbon paper used by the 
operator that week! 

Economy is a virtue in office plan- 
ning, but not at the sacrifice of letter 
quality or labor costs which more than 
compensate for the savings. If you could 








National Stationery and Office Equipment 
Association, Washington, D. C. 


get all your carbon paper for nothing 
you would only save 1/10 of 1% of the 
cost of your letters! Surely, here is no 
spot to start an economy drive on the 
cost of correspondence. 

A smart secretary would say, 

“If you want to get the most value 
out of your carbon paper dollar, use 
the quality grade.” 

It comes in several 
weights 

The tissue which receives the coating 
comes in various weights. These weights 
are given a “pound” designation, like 
“7-Ib. carbon.” This means little to the 
layman except to tell him that it would 
be heavier than a “5-lb. carbon.” The 
lighter weights allow the type blow to 








penetrate easier and are used when mak- 
ing a large number of copies. The heav- 
ier weights wear longer and handle 
easier. 

A smart secretary would say, 

“Use the heaviest carbon paper you 
can, consistent with legible copies.” 
It comes in several 
finishes 

The formula of dyes and waxes which 
forms the coating on carbon paper is 
called its “finish.” Like lead pencils, the 
finish comes in several intensities from 
light gray to intense black, or from hard 
to soft. 
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The softer finishes release their coat- 
ing easily and require a less forceful 
type blow. They make a blacker impres- 
sion than the harder finishes but have 
a greater tendency to smudge. The hard- 
er finishes require more force, but they 
make a sharper, cleaner impression. 

A smart secretary would say, 

“Use the hardest finish you can, 
consistent with legible copies.” 


A blow by blow 
description 


The amount of carbon from a given 
finish which will be deposited on a 
sheet of paper is determined primarily 
by the force of the type blow. The 
amount of force that reaches each car- 
bon sheet in a pack depends on the 
original type blow and on the amount 
lost along the way. 

The strength of the type blow is de- 
termined by: 

1. The kind of typewriter. 

2. The touch of the operator. 

3. The setting of the touch control. 
4. The size of type. 

A light touch, noiseless machine, or 
large type, result in a lighter than nor- 
mal force in the type blow, and call for 
lighter weight and softer finish carbon 
paper. A heavy touch, elite type, or 
electric typewriter, will satisfactorily 
take a harder finish and heavier weight 
carbon paper. 

The force of the type blow which 
reaches the carbon is determined by: 

1. The number of carbon and copy 
paper sheets. 

2. The weight or thickness of the car- 
bon and copy paper sheets. 

3. The fineness of the ribbon fabric. 

4. The hardness of the typewriter 
platen. 

As you increase the number of copies 
or increase the weight of the copy paper, 
you will have to use a lighter weight 
carbon paper and one with a softer fin- 
ish. A fine-textured ribbon will allow 
clearer carbon copies than will a coarser 
one. A hard platen will make better 
copies than a softer one. 


She had a little curl 


Nothing exasperates a typist more 
than having to wrestle with curled car- 
bons. Flat carbons greatly cut down the 
assembly time and keep themselves out 
of wastebaskets before their useful life 
is expended. 
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Carbon paper curl comes from atmos- 
pheric changes which affect the coated 
side more than they do the uncoate:! 
side. Most of the better grades of car- 
bon paper now are given a special curl- 
resistant coating on the back side to 
keep the carbons flat. 

The time consumed in assembling and 
separating a pack of carbon paper and 
copy paper is much more expensive to 
a firm than the cost of the carbon paper 
itself. To speed up this job, manufac- 
turers: have devised a number of ingen- 
ious devices, including extended lengths, 





extended edges, and cut corners, which 
they provide in their better grades. 


How about a chart? 


By now, you can see that it would be 
difficult to develop a chart which would 
show you exactly what kind of carbon 
paper you should use. Every office has 
several jobs requiring different quanti- 
ties of copies, using different types of 
papers, and produced under different 
conditions of machines and personnel. 
Obviously, no one carbon paper can do 
all jobs equally well, and the well-man- 
aged office will stock several weights 
and finishes for particular requirements. 

Here is a chart of weights, however, 
which will serve as a starting point in 
working out your own particular re- 
quirements. Starting with carbon paper 
having a medium finish, select the 
weights for each job according to the 
number of copies they require. Try 
lighter weights or softer finishes if the 
results are too light. Use heavier weights 
for longer wear, harder finishes for 
cleaner copies, as long as the results re- 
main acceptable. 








Copies Desired Carbon Weight 
Over 15 3% Ib. 
8 to 15 4 Ib. 
6 or 7 5 |b. 
4or 5 7 Ib. 
2 or 3 8 Ib. 
1 5 & 








NEXT MONTH 





You won't want to miss the gal- 
axy of exciting features we're plan- 
ning for the February issue of THE 
SECRETARY. You'll enjoy the ex- 
clusively-written story by Donna 
Atwood, captivating star of the Ice- 
Capades, telling how you can gain 
poise and grace while ice-skating, 
even while you're learning the tricks 
of staying on your feet. 


You'll also read the fascinating 
story about the life of a California- 
born secretary who’s now working 
for the British military in Norway. 


Did you know that many offices 
are including couches these days? A 
timely article plus photographs will 
show you the latest trends in office 
furniture and arrangement . . . these 
and many more features especially 
for the professional secretary. 








“ma-Cco” 


THE MAGNETIC COPYHOLDER 





AND I’M CUTTING COSTS TOO 


AMAZING NEW COPYHOLDER 
USES MAGIC OF MAGNETISM! 


The Ma-Co Liner, sensational new copyholder, 
speeds copying and transcription time — makes 
filing a breeze—whisks away ‘‘copying lag.” 
Finger-tip control moves liner up or down paper. 
Adjustable base holds paper or notebook at any 
personally preferred angle for worker. Captures 
one or more lines at a time. It's new, it’s almost 
Magic! See your stationer now, or write: 


THE PETTERSEN MFG. CO. 


629 Milpas Street, Santa Barbara, California 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


= of all we want to compliment all of you secretaries 
who caught the error in last month’s column. As a matter 
of fact, several of you called attention to several other 
things which you felt were incorrect. However, the error 
we had in mind is mentioned in one of the “Letters from 
Our Readers.” See page two. 

Anyhow, from now on we shall never underestimate the 
power of the woman. As we read someplace, the weaker 
sex is the stronger sex because of the weakness of the 
stronger sex for the weaker sex. All of this adds up to 
“you're pretty sharp.” 

To get on with a new sub- 
ject, let us discuss mort- 
gages. Now the word “mort- 
gage” means “dead pledge.” 
In the olden days, a mortga- 
gor would transfer the prop- 
erty to the mortgagee who 
would then have full use of 
it. In other words the prop- 
erty would be “dead” to the 
mortgagor. However, if you 
think a mortgage is a dead 
pledge, or if you think the 
subject is a dead subject, you can put lots of life into it by 
failing to make a payment. Soon you'll find the borrower 
at your doorstep, full of life or something. 

Sometime or other the word mortgage may have a 
very real meaning to you, so you’d better pay attention. 

You may have heard of the ancient custom of burning 
the mortgage on the house. Today, by the time the mort- 
gage is paid off, you might as well burn the house, some- 





times. 

Aleene Filly wishes to buy a house for $10,000. She has 
only $4,000 to pay down, so she goes to a bank, building 
and loan association, or individual to borrow the balance. 
The lender in effect says, “I'll give you the loan if you put 
up the house as security. (Little does he know that she'll 
put up and not shut up.) If you fail to pay, I can take the 
house, sell it and get my money.” The lender demands a 
“mortgage,” a document by which the borrower promises 
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to repay the loan so much a month with interest for a cer- 
tain length of time. Actually, the mortgage is an agreement 
governing the rights of the lender (who is called the Mort- 
gagee), and borrower (who is called the Mortzagor) with 
respect to the loan and the property. The borrower conveys 
title to the lender with a stipulation that if the borrower 
performs as he promised, then the estate conveyed shall be- 
come void. 

The mortgage is a lien (which has nothing to do with 
diet) and it is recorded in the appropriate public office as 
a public record. When the mortgage is paid in full, it should 
be so indicated on the public records. If one buys the prop- 
erty and there is a mortgage on it, the purchaser is bound 
to pay it as the property stands as security for the money 
owed. That is merely one of the reasons one should have 
a title examination before buying property. 


Kay Nine owned a house on which her friend Em High 
held a $2,000 mortgage. Kay sold the house to V. B. Kare- 
ful, who did not have the title examined, but paid Kay the 
entire purchase price. Kay Nine (the soiled puppy!) left 
town and Em High went to V. B. Kareful and demanded 
the $2,000. V. B. Kareful must pay. The moral to this story 
is this: never buy realty without having the title examined. 
Don't even buy it from Aunt Nell even though she says, 
“Uncle Charlie had the title examined and I’m sure he’s paid 
the taxes.” The point is that Aunt Nell can be honestly 
mistaken, and such honest mistakes are too frequent and 
too damaging especially if you are the victim. 


Mortgages have priority over one another according to 

the order in which they have been filed in the proper office 

for recording; in other words there 

AFTER YOU My DEAR are first, second and so on mort- 

7 gages. The mortgagor may deal 

! with the property in any manner 

he chooses, as long as he does not 

violate the terms of the mortgage. 

For example, he can put on a sec- 

ond mortgage, but this will not in 

any way interfere with the right 
of the first mortgagee. 
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EXECUTIVE CHECKWRITING 
MACHINE 

Here at last is the checkwriter for of- 
fice, home and traveling use. Manufac- 
tured by Marcy F. Roderick Co., it pro- 
tects your check against alteration. Ad- 
justable for writing on any size check; 
figures pierce the paper with indelible, 
acid proof ink—symbols in black, figures 
in red. Size 214” high, 314” wide, 712” 
long. Fully guaranteed. 


Circle 142 on coupon, page 24 





APECO SYSTEMATIC AUTO-STAT 
An all-in-one photocopying machine, 
marketed by the American Photocopy 
Equipment Co., eliminates the need of a 
dark room, separate printer and timer. 
All photocopying work can be done auto- 
matically from start to finish. A finished 
copy can be made in less than 30 seconds 
and even an inexperienced operator can 
produce a minimum of 100 copies per 
hour. No limitations as to type of papers, 
documents or originals that can be copied. 


Circle 143 on coupon, page 24 
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Datu. =<oQ b= 
Romonber 


STATE MEETING 
Northeast —Haddonfield, New Jersey 
Time: March 14 
Place: Tavistock Country Club 
REGIONAL MEETING 
Southwest—Fresno, California 
Time: February 20-22 
Place: The Californian 
DISTRICT MEETING 
Southeast —Columbia, South Carolina 
Time: February 20-22 
NATIONAL CONVENTION 


Northwest—Seattle, Washington 
Time: July 15-18 
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Why are Buckeye Ribbons 
and Carbons like @ 9 











CAUSE BOTH OF THEM ALWAYS MAKE A 
GOOD IMPRESSION / 


Neat desks make a good impression, 
teo. Let me work for you as your 
doggy paperweight and help keep 
your desk im order. Just ask for me 
on your Company letterhead and I'll 
he shipped direct to you from my folks 
whe make those wonderful 


Buckeye Ribbons and Carbons--- 
7211 St. Clair Ave., Cleveland 3, Ohio 
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University 
of Washington's 


Extension 


OUTED 2. os cee +s 


This article is a description of the program offered last 
year by the University of Washington and the plans for 
the coming year. 


SUCCESS DEPENDS ON COOPERATIVE PLAN- 
NING—A year or two before the first CPS examination 
was announced, members of the Sacajawea Chapter, the 
Head of the Secretarial Training Department, and the Di- 
rector of Extension Classes at the University of Washing- 
ton met and discussed the participation of the University in 
a program of studies for up-grading the secretarial profes- 
sion. The continued rapport between the local Chapter and 
the University is, to a great extent, responsible for the suc- 
cess of the program. The Extension Division agreed to give 
the program special publicity; the Sacajawea Chapter de- 
frayed part of the expense of an announcement in the 
newspapers. The University printed special brochures. 
Members of the Chapter typed lists of secretaries, personnel 
directors, office managers, and others who might be inter- 
ested. 


PROGRAM COVERED THREE QUARTERS — The 
University of Washington is reported to be the eighth 
largest institution of higher learning in the United States, 
and, like many western schools, operates on a quarter sys- 
tem. The program was planned to begin with the Winter 
Quarter (around the first of January) and to run through 
Summer Quarter (around the middle of August). 

The special announcement of the courses carried an at- 
tractive, modern cover. The three-page folder contained a 
brief description of the CPS examination and the dates of 
the examination. In addition, the names of NSA members 
who could answer specific questions about NSA, CPS, or 
the courses were given on the back of the folder. There 
were three names from Seattle, and one each from Olym- 
pia, Spokane, Aberdeen, and Bremerton. 


WINTER COURSES—Review of Shorthand, Bookkeep- 
ing, and Record Keeping. A review of Gregg shorthand, 
transcription, and office production typing; study of typ- 
ical enterprise transactions, their expression in accounting 
records, and the financial statements in which these trans- 
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by Dr. M. FRED TIDWELL, Head, 
Department of Secretarial Training, 
University of Washington 
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actions may be summarized. The class met two hours each 
Wednesday for 12 sessions; tuition was $12.50. At the time, 
it was thought wise to alternate the classes in bookkeeping 
and shorthand; that is, shorthand one Wednesday and book- 
keeping the next. The lapse of two weeks between was too 
great. 

As all of the students had studied shorthand before the 
publication of the Simplified Edition, the Functional Meth- 
od Materials, anniversary edition, Leslie & Gregg, were 
used. APPLIED BOOKKEEPING, third edition, Morton 
& Berry, McGraw-Hill Publishing Co., including workbook 
and practice set, were used in the bookkeeping class. 

The shorthand instructor was from the Accounting De- 
partment of the University of Washington. 

The second course offered was Business English, a course 
in letter writing, spelling, vocabulary building, and the 
principles of grammar and punctuation. The instructor was 
from the English Department of one of the large high 
schools in Seattle. PLAIN ENGLISH HANDBOOK, new 
edition, by Walsh and Walsh, McCormick-Mathers Pub- 
lishing Co., and DRILL BOOK FOR ENGLISH by Gantz, 
Prentice-Hall, Inc., were used. The class met for two hours, 
once a week for 12 weeks. Tuition was $12.50. 


SPRING COURSES—The course described in Winter 
Quarter, Review of Shorthand, Bookkeeping, and Record 
Keeping, was continued for an additional 12 two-hour ses- 
sions during Spring Quarter. The same instructors and the 
same materials were used. Tuition was $12.50. 

Business Theory for Secretaries covered finance, invest- 
ments, money and banking, statistical analysis, economics, 
business organization, business records, and the basic prin- 
ciples of business law. This course met for 12 sessions of 
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two hours each. BUSINESS THEORY FOR SECRE- 
TARIES by Eitman et al, Masterco Press, was used as the 
basic text. It was felt this book was inadequate as a text, 
but was an excellent guide. Instructors were from the 
College of Business Administration and the Economics 
Department of the University of Washington. The general 
criticism seemed to be that 12 two-hour sessions were in- 
adequate to cover even the basic principles of the topics 
listed above. Tuition was $12.50. 


SUMMER COURSES — Dictation and Transcription 
course was offered primarily for students who had com- 
pleted the second quarter of the review of Gregg shorthand 
and for those who did not need the review of the shorthand 
system, but who wanted practice in dictation at speeds 
from 80 to 120 words a minute plus transcription practice. 
The class met for three two-hour sessions a week for eight 
weeks. The instructor was a business man in charge of 
training for one of the governmental agencies in the Puget 
Sound area. Tuition was $12.50. 

Secretarial Procedures and Practices, covered such topics 
as handling mail, dictation, records management, communi- 
cations, research and editorial duties, travel, procurement 
and selection of material, conferences and meetings, and 
duplicating processes. The conference method of instruc- 
tion was used in class with each member of the class par- 
ticipating and the instructor acting more or less as a mod- 
erator. Used as a basic text was A COMPLETE SECRE- 
TARY’S HANDBOOK, Doris and Miller, published by 
Prentice-Hall, Inc. The class met for three two-hour sessions 
a week for four weeks. The instructor was the Head of the 
Secretarial Training Department of the University of Wash- 
ington. Tuition was $12.50. 


PROGRAM FOR THE YEAR—Both the University 
of Washington and Seattle University are offering each 
quarter basic courses in shorthand, accounting, business 
law, filing, and office machines. During Spring Quarter, the 
University of Washington will repeat the Business Theory 
for Secretaries and also Secretarial Procedures and Practices. 

A Seminar for Executive Secretaries is planned. This will 
center around current problems facing secretaries in this 
particular locality. The seminar will be held for approx- 
imately six hours each day for two days. The group will be 
limited to 20 secretaries because the conference method of 
instruction will be used. The Head of the Secretarial Train- 
ing Department will conduct the seminar. Tuition will 
probably be $10. 


CREDIT FOR COURSES—It is the policy of the Uni- 
versity of Washington to offer courses for interested groups 
in almost any field of education. These special courses sel- 
dom carry university credit. The extension classes, which 
parallel regular university courses, offer the same credit as 
their correlative courses. Most secretaries taking extension 
classes are not interested in university credit. In most in- 
stances, a card or letter validating their attendance in class 
is sufficient. Businesses often defray the tuition expenses of 
their employees for extension classes. This is particularly 
true in the Pacific Northwest. 
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This office machine stand has everything. A deburred-edge 
angle and channel steel construction affords sturdiness found 
only in Tiffany Stands. The exclusive open top design means 
freedom from distracting noises and vibrations. Heavy metal 
foot castings that cover the casters give a firm base... help 


prevent accidents. No wonder so many people prefer Tiffany. 


Available with extra 
drop leaf on right side. 




















From Retailing to 
WAVE Duty, Crime 
Detecting and Flying. 
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Many Lou THOMPSON has travelled a road to success 
that has twisted and turned into such diverse fields as army 
engineering, crime detection, and manufacturing. It finally 
led to her present position as secretary to W. D. Kyle, Jr., 
youthful president and general manager of Line Material 
Company. The firm, a division of McGraw Electric Com- 
pany, produces electric distribution and transmission equip- 
ment in 11 plants scattered over eight states and Canada. 

From her tastefully appointed office in Line Material’s 
Milwaukee headquarters (selected by American Business 
magazine as “one of the nation’s 100 finest offices”), Miss 
Thompson, an NSAer from Milwaukee, can look back on 
an interesting life that began in her birthplace, Wichita, 
Kansas. 

She took the first step in her varied career shortly after 
she earned her B. S. degree in Business Administration at 
the University of Wichita. Her first job: secretary to the 
controller of a Wichita dry goods retailer. 

Her career then veered off into another direction as she 
moved on to do secretarial work for the Army Engineers. 
The job took her to: Fort Riley, Kansas; Kansas City, Mis- 
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Mary Lou Thompson, secretary 
to the president of Line Mater- 
ial Co.—a division of McGraw 
Electric Co.—is pictured in the 
cockpit of one of the airplanes 
she has learned to fly. 


souri; and Omaha, Nebraska. She spent a year of this time 
as secretary to the now-famous Chief of Army Engineers, 
General (then Colonel) Pick. 

World War II opened another avenue for Miss Thomp- 
son’s abilities. She enlisted in the WAVES with the hope 
it would offer an opportunity to satisfy a long-nourished 
desire to learn more about aviation. 

“Like a good many others,” she recalls with a wry grin, 
“I was naive enough to think if I asked for my favorite 
duty, I'd get it.” 

Instead, the Navy gave her officer training at Smith Col- 
lege, then packed her off to a desk job in the Supply Corps. 
She served at Washington, D. C.; Cambridge, Massachu- 
setss; and Mechanicsburg, Pennsylvania during her three 
year tour of duty; left the Navy with the rank of Lieutenant 
in early 1946. 

“My work in the Supply Corps,” says Miss Thompson, 
“may have lacked the glamour of naval aviation, but I 
realize now it was far better preparation for my present 
work. As head of a department employing 150 people, I 
learned some valuable lessons in shouldering responsibili- 
ties, handling supervision, and dealing with a wide variety 
of administrative problems.” 

A girl with such experience found it easy to land a good 
job when she returned home. She became secretary to the 
president of a Wichita wholesale dry goods firm. 

Her career then swung off into another interesting field: 
crime detection. She took a job as secretary in the Detective 
Bureau of the Tucson (Arizona) Police Department, a job 
that turned out to be anything but a routine secretarial 
assignment. She soon found herself actively involved in 
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criminal investigations, actually working on cases with de- 
tectives, Treasury agents and FBI men. 

The present successful chapter of Miss Thompson’s career 
began as a visit to her sister in Milwaukee. The sister urged 
her to stay in the city to answer some ads in the local 
papers. She did and got the job at Line Material in the 
process. In February she'll celebrate five years of service in 
her present position, a position she call, “the best I've ever 
had.” 

As it turned out, she found even more than a satisfying, 
interesting job at Line Material. It also led to the fulfill- 
ment of another of her dreams—learning how to fly. 


At first glance, secretarial work and flying seem unre- 
lated. In Miss Thompson’s case her air-minded boss was 
the connecting link. He’s a licensed pilot, himself, and a 
strong believer in company-owned aircraft (Line Material 
operates two twin-engined planes to transport personnel to 
and from its scattered plants). Mr. Kyle persuaded Miss 
Thompson to take flying lessons. 


She now holds both private and commercial licenses, has 
logged over 200 hours of solo flying time, and is an active 
members of the “’99’s” an international organization of 
licensed women pilots founded by Amelia Earhart. Miss 
Thompson frequently joins the Milwaukee unit in mass 
flights about the country. 

She rates flying as “great relaxation.” 


“You forget the pressure of the job when you're way up 
there away from the whole world. No matter how physical- 
ly and mentally exhausted I may be, an hour of flying 
seems to completely relax and refresh me.” 

Miss Thompson feels that, in spite of the pressure that 
naturally goes with any responsible secretarial position, her 
present job is, in her words, “as close to ideal as anyone 
could find.” 

She attributes this in part to the informal atmosphere, 
the “shirt-sleeve” tradition of Line Material that encourages 
employees to speak their mind, deal with each other on a 
first-name basis, and feel free to take their problems right 
to top management. 

“It makes you feel you are working with the boss, not 
for him, if you know what I mean.” 

She also feels the younger-than-average executives in 
L-M’s top management group are easier to work with, more 
flexible in their ideas, and more democratic in their treat- 
ment of employees. 

Her own career bears out the effectiveness of the success 
formula she advocates, a formula that calls for: (1) Good 
training—preferably college education; (2) Varied experi- 
ence; (3) Ability to meet and work with people. 

“Above all,’ Miss Thompson concludes, “you have to 
want to be a secretary more than anything else in the 
world.” 
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Picusituas, the famed Greek phi- 
losopher, once remarked, “By words the 
mind is excited and the spirit elated.” 
Undoubtedly, this truism applies to writ- 
ten as well as spoken words, for the 
words in your letters are as conclusive a 
means of transportation for your 
thoughts as the words you speak. 

In almost every letter you write you're 
asking your reader to pay attention to 
your thoughts on one specific topic or, 
if it's a long letter, perhaps several sub- 
jects. Now these “thoughts” may relate 
factual information, they may describe 
the powers of a new product, or they 
may urge your reader to buy, to sell, or 
in some way to act. The success of all 
your letters depends upon how well 
your thoughts are transferred to your 
reader, how precisely your words create 
pictures for him. 

Do you choose your words with the 
care you use when buying a pin or ear- 
rings to highlight your favorite outfit? 
Or do your words show you to disad- 
vantage, as a peeking slip or weaving 
stocking seams. 

Written words have tremendous and 
far-reaching effect. They hold people’s 
attention and awake their interest. They 
should be natural, spontaneous substi- 
tutes for spoken words. A conversation 
may easily be forgotten, but a filed letter 
may always be re-read, exposing a heed- 
less word or phrase that shines like the 
song heralded glow-worm. That’s why 
it’s necessary to be just as careful when 
you write as when you speak. 

Writing a letter is like shooting at a 
target. The target may be hit by acci- 
dent, but it is more apt to be hit if care- 
ful aim is taken. 

Your own “careful aim” may be guid- 
ed by four cardinal rules. First, keep 
your sentences short. One word of cau- 
tion, though. Continuous short sentences 
make your letter seem curt. Don’t keep 
your sentences so brief that you give an 
impression of abrupt discourtesy. In 
lengthy, rambling sentences, however, 
you may not only lose your main 
thought, but also your reader's attention. 
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Every word you write is not a vehicle 
for your thoughts unless it travels to the 
exact spot you want it to reach. 

There’s a wide variation in the under- 
standing of words. That’s why the sec- 
ond cardinal rule for “hitting your tar- 
get” is necessary: use familiar words. 
Selecting commonplace words will elim- 
inate the danger that your reader won't 
know what you're talking about and in- 
advertently misinterpret your words. 
Choose familiar words with care, how- 
ever, so that you don’t insult the intelli- 
gence of your reader. You can easily 
vary the use of these commonplace 
words. For example, instead of saying 
“The sale of our building will be made 
tomorrow,” you could say “The sale wiil 
be completed tomorrow,” or finished, or 
accomplished, or achieved. Variation in 
the choice of verbs adds spice to your 
sentences, for verbs are action words 
and set the tone for your thoughts. 

As often as possible, use the active 
voice. You'll probably remember from 
your not-too-long-ago English classes the 
definitions of the active and passive 
voice: when your subject denotes the 
doer of the action, your sentence is ex- 
pressed in the active voice. When your 
subject receives the action, your sentence 
is in the passive voice. Now, obviously, 
you can’t deliberately analyze each sen- 
tence you write for its active or passive 
qualities. But this will usually hold true 
—the active voice is the form with more 
force and more expression and almost 
always is to be preferred, while the pas- 
sive voice sometimes can be stilted and 
even awkward. Notice the difference in 
the following sentences: “Mr. Stewart 
declared that no one should open the 
door.” That, of course, is expressed in 
the active voice. Now the same sentence 
in the passive voice: “It was declared by 
Mr. Stewart that the door should be 
opened by no one.” You're bound to 
score a bull’s eye, if you use the active 
voice wherever you can. 

The fourth principal rule to follow 
when putting across your thoughts is 
this: use straightforward language. Elim- 
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inate unnecessary details and superfluous 
qualifying phrases. When you mean 
“no,” say it. Your reader will have to 
respect your decisiveness, but he'll only 
be irritated if you hedge. When you use 
clear, simple language, your reader will 
quickly understand your meaning. 

Usually short words are preferable to 
long and pretentious ones, but you 
shouldn’t feel that you must always give 
up the poly-syllabic word for the one 
syllable. You may sacrifice enrichment 
of meaning and effectiveness, if you do. 
A word may be long and yet be the 
only word which can best convey your 
exact meaning. For example, if you 
write that your boss suffered “excruciat- 
ing” pain, your reader will have a more 
vivid picture than if you said he suffered 
“much” pain or “bad” pain. 

Don't pad your letters. The average 
reader won't understand your meaning- 
less maze of words, but he will see your 
motive. Unnecessary phrases, such as 
“acknowledge yours of even date .. .” 
also slow up reading time and your 
reader's interest. Writing the letter is an 
acknowledgment without going into ex- 
planation. Other bug-a-boos are over- 
use of words. We circled around the 
building. They may lose owt in the next 
sale. 

Puns, wisecracks and attempts at wit 
are way out of line in business letters. 
What sounds like banter when you're 
speaking may hurt someone when it’s 
written. Many jokes are based on exag- 
geration or an unexpected twist in the 
use of words. None of these are expect- 
ed from a stranger. A humorous effect 
often depends upon the glance of your 
eye, the tilt of your eyebrow, the sug- 
gestion in your voice. Mentally, you may 
include these gestures in your writing, 
but they never show, and, as a result, 
you may be misunderstood. 

Sarcasm is generally weak and cow- 
ardly because the reader has no come- 
back. It isn’t a fair fight. It may seem 
needless to suggest that you choose 
words that make your reader feel impor- 

(continued on page 21) 
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by Mrs. MARGIE HorcHOW 
Associate Editor 


; Associate Editor received a per- 
sonal letter from Sherman Adams, As- 
sistant to General Eisenhower, acknowl- 
edging her card of congratulations, and 
concluding “General Eisenhower deeply 
appreciates your thoughtfulness in com- 
municating with him.” 


Dorothy Dallas, WINGS CHAPTER, 
was elected National President of the 
Associated Court and Commercial 
Newspapers, Inc. Ruth Lang, SPRING- 
FIELD (Ill.) is secretary to Governor- 
Elect Wm. G. Stratton; his wife, Shirley, 
is a member of LAKE SHORE CHAPTER. 
Mary Fitzgerald, HAWKEYE CHAPTER, 
has been promoted to Secretary of the 
Iowa Food Dealers’ Association; also 
edits the association’s magazine. Mrs. 
Kathleen Hendrix, LOUISVILLE, is sec- 
retary to Wilson Wyatt, Governor Stev- 
enson’s campaign manager. Marie Pine, 
WINGS CHAPTER, will go to Washing- 
ton as secretary to Hon. Paul F. Schenck. 
Ivis Boyer, YO-MAH-O CHAPTER, is sec- 
retary to Dr. H. W. Jones, President of 
Youngstown College; her mother is sec- 
retary to Dr. Paul H. Fall, President of 
Hiram College. Cecil Kelly, GAry 
CHAPTER, was honored at a luncheon 
commemorating her 35th anniversary 
with the E, J. & E. R. R. 


Ann Adams, HOousTON, has been 
made Corporate Secretary of the Goldrus 
Drilling Co. Rubye Clare, HOUSTON, 
was elected Grand Matron of District 4, 
Section 4, O.E.S., Texas. Gladys Jurchak, 
HOUSTON, was chosen November Per- 
sonality Girl by the Catline, Desk and 
Derrick publication. Jeanette Brewer, 
ST. LOUIS, appeared in “Light Up The 
Sky,” Community Playhouse production. 
Nadine Missakian, WESTPORT CHAP- 
TER, has written a book of poems. Fran- 
cis M. Austin, SYRACUSE, was a delegate 
to the Sears & Roebuck Profit Sharing 
Fund Conference in Chicago. Josephine 
Puglisi, HARTFORD, is holder of a Golf 
Trophy. Kathryne Sabo, President GARY 
CHAPTER, has been made Assistant 
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Manager of the Gary Hotel. MANATEE 
CHAPTER named its bulletin “Seek 
How.” At the ANNISTON (Alabama) 
Region II Meeting Mary Barrett won 
the Royal Portable door prize; Margue- 
rite Dodds was winner of the rhine- 
stone pin raffled for the benefit of the 
NSA Home Fund. 


Traveling here, there, and abroad: 
Virginia Eisenbranat, GLASs CITY CHAP- 
TER, to Bermuda, guest of her boss and 
his wife. Phyllis Ralls, President WINGS 
CHAPTER, three weeks in Europe tour- 
ing England, Belgium, France, Switzer- 
land, and Italy. DENVERITES Jean Ger- 
base, to Hawaii; Anne Lamb to Victoria 
and Vancouver. HARTFORD members 
Margaret Coffey to Bermuda; Mable 
Osterlune to Canada; Beverly Barry to 
Puerto Rico and the Virgin Islands. Elsie 
V. Adams, HARRISBURG, to the Pacific 
Northwest and Canadian Rockies; Mary 
Wright to Canada. Catherine Hagerman, 
LONG ISLAND, to Havana. Lillian Pil- 
cher, SYRACUSE, to Germany; Delores 
Kogut to Cuba. Margaret Gunther, TE- 
TON CHAPTER, learned to dance the 
Rhumba “South of the Border” with 
Xavier Cugat as instructor. Dixie Lam 
and Margaret Buckingham, also of TE- 
TON, were down Mexico Way. Marge 
Sandy, CUSTALOGA CHAPTER, to Ha- 
waii. ; 

It is with a deep sense of loss we re- 
cord the passing of: Charter Member 
Mrs. Hazel Tuttle, CAMDEN CHAPTER, 
on September 27; Mrs. Virginia Gay- 
lord, WESTPORT CHAPTER, Editor of 
the WAGONWHEEL, on November 14; 
Charter Member Doris Stauffer, WHITE 
ROSE CHAPTER, on October 25; Lena 
Bailey, Charter Member, MEMPHIS 
CHAPTER, on November 18; and Mar- 
garet Miskill, LAUREL CHAPTER, on De- 
cember 5. 

HOSPITALIZED: Mary Cox, Luella 
Darnell, QUEEN BEACH CHAPTER; Jan 
G. Dodson, LOS ANGELES, a victim of 
polio; Mrs. Anna Binkle, President 
LANCASTER CHAPTER, would welcome 
some NSA letters at Rossmere Sanator- 
ium, Lancaster; Ann Olson, OMAHA; 
Millie Zihlman and Eleanor Recher, 
DAYTON; Marjorie Chambers, LAKE 
SHORE CHAPTER; and Mary Cline, 
MANSFIELD. 

WEDDINGS: Vivian Smith, SyRA- 
CuUSE; Dorothy Van Arkel, ITHACA; 
Margaret Pugh, CUMBERLAND; Marge 
Hutton, TRENTON; Dorothy Thompson, 
MIDDLETOWN; Mary Moore, Ada Davis, 
Alice Paquette, all of WORCESTER; Hil- 
da Hart, Des MOINES. 








Convention 


Briefs 


by MARGARET HESEMANN 
Convention Chairman 





Ace YOU planning to spend those 
“two weeks with pay” in Seattle this 
summer? The NSA convention offers a 
perfect “excuse” to go vacationing in 
the beautiful Pacific Northwest. All 
chapter presidents have received infor- 
mation on transportation plans and esti- 
mated costs. To help you plan your bud- 
get, here are the estimates of the hotel 
expense. 


Price of 
Majority 
Price Range of Rooms 
Rooms with 
bath, double 
bed, single $ 5.00-$10.50 $ 5.00&$ 6.00 
Rooms with 
bath, double 
bed, two 
persons 7.00- 12.50 7.00& 8.00 
Rooms with 
bath, twin 
beds 8.00- 13.50 9.00 
Suites, with 
bath 10.00- 16.00 10.00 & 12.00 


For the past few conventions we have 
been housed, for the most part, under 
one roof, but that won't be possible in 
Seattle. We'll have to be housed in sev- 
eral hotels. All business sessions, Secre- 
tary of the Year luncheon and the ban- 
quet will be held at the Olympic Hotel, 
which will be convention headquarters. 
Display booths will also be in the Olym- 


pic. 

Let’s consider some of the advantages 
of being in separate hotels. First, meals: 
It should be easier to get breakfast 
served with a minimum amount of wait- 
ing time if NSA members are eating at 
several hotels instead of one. Also, you 
may wish to return to your hotel at 
noon, and this again would “split up” 
the business to several places instead of 
one. Second, how many times have you 
been to an NSA meeting and seen only 
the “inside of a hotel?” Here is an op- 
portunity to see the inside of different 
hotels (to be facetious) and to see some 
of Seattle. Besides, you'll love that 
breath of fresh air in Seattle’s wonder- 
ful summer climate, and you'll get the 
“cobwebs” cleared out before starting 
the business sessions. Third, here’s a 
chance to walk a few blocks and get a 
little exercise. 
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. . « the story of a secretary who took 
up dancing because of a “bustle.” 
by CATHERINE MCINTIRE 


te CAN’T mean you're going to take up ballet,” gasped 
Phyllis peering over the filing cabinet, “at your age.” 

I must admit that “my age” was but slightly on the 
sweeter side of forty when I started up that rocky mountain 
trail to leaps, twirls—and spills. It came about quite log- 
ically. 

One summer day I chanced to notice my silk swathed 
image in a store window, side view. Was it I or was it a 
chicken with prominent tail feathers? Oblivious of passers- 
by, I stopped in front of the next mirror to examine the 
reflection. Front view, satisfactory. Sheepishly I turned. 
Alas, the tail feathers were no optical illusion. In my years 
behind a typewriter I had grown a bustle. 

There are women (yea, even secretaries) who, faced with 
this horrible situation, would shrug and say, “Oh well, I 
still look good from the waist up.” Others would rush to 
the nearest reducing salon to be spanked by nasty electric 
paddles, or roll on a gymnasium floor, or even indulge in 
that dullest form of human activity, setting-up exercises. 
Not me. The bustle must go, but I was determined to enjoy 
its passing. I visualized myself flying effortlessly through the 
air with the finesse of Markova. In no time at all people 
would gaze at me, murmuring, “What a beautiful figure. 
How gracefully she moves.” Ah, a lovely dream! 

Never have I felt more ashamed of a few gray hairs than 
when I minced timidly into that first ballet class. Sophie, 
the teacher, was seventeen. I could have been mother to 
the hipless girls and two gangly boys. Blushing, I stumbled 
to a place at the barre beside the one other adult present, 
a wéll-padded blonde of twenty-five. 

“First position,” commanded Sophie, which means heels 
together, toes turned out so the feet form a one hundred 
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ind eighty degree angle. All the hipless wonders promptly 
made straight lines of their feet. Glancing in the mirror out 
of the corner of my eye, I applied mind over matter to the 
stubborn extremities. As I passed ninety degrees the rear 
end moved outward. The farther I forced, the more the 
bustle expanded. Midst tears of frustration I silently recited 
Archie's chant to the cat: 
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Ballerina and Author. 








“dance mehitabe] dance 
till your old bones fly apart 
i aint got any regrets 
for i gave myself to my art.” 

At the order “plie” we bent out knees sidewise as dem- 
onstrated, which caused everyone to double up like a frog. 
Sophie floated from one neophyte to the next, pushing each 
down with torso erect and buttocks over feet. This was 
accompanied by groans, squeaks, and ouches. I sank ore 
inch before lockjaw of the knees set in. 

“The plie,” said Sophie brightly, “is the foundation of 
ballet. Practice your plies every day.” 

From that moment on there was no time to luxuriate in 
self-pity. In dizzying succession we plied, rose up and down, 
slid our feet back and forth, and bent low to sweep the 
floor with graceful finger tips while Sophie snapped hap- 
pily, “Straighten your legs, point your toes, stand up 
straight, relax the shoulders, grip your hips, keep time with 
the music.” 

What fun, what fun, especially the little knives that 
pierced my calves as I bounced and wiggled. 

The next morning I jumped out of bed before I was 
fully awake; then collapsed on the floor with a shriek. 
Creeping into the office half an hour late, I lowered my- 
self gently into sitting position with the aid of two unin- 
jured arms. 

Phyllis giggled. “Has our ballerina decided to retire?” 

As soon as my weight was off trembling legs and on the 
bustle I felt better. “I should retire when Ruth St. Denis is 
still dancing at seventy, and anybody can see I’m not as 
old as Fred Astaire.” 

Phyllis replied with that unanswerable statement I was 
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to hear so often. “But they started young.” 

The teenagers used to take me aside after class and give 
me instructions. But when we reached complicated exer- 
cises which required a high degree of coordination, I shone. 
Not for nothing had I absorbed monosyllabic instructions 
as my employer rushed by, answered two phones at once, 
and mentally arranged the day's tasks as I typed a rush con- 
tract. Simultaneously moving body, arms, legs, and head, 
which left some of the pupils stunned, came naturally 
to me. 

The relatively mature blonde was taking five lessons a 
week instead of the usual two. One night I asked, “Why 
the devotion to the dance?” 

“It’s so much more satisfactory than throwing dishes at 
my husband,” she replied. 

And that expressed exactly the main benefit I derived 
from those first torturous months. As the sweat poured out, 
so also poured out tension of body and mind, petty annoy- 
ances and worries. 

After a year of ballet I discovered Modern Dance. Hav- 
ing developed a thoroughly sadistic attitude toward myself, 
I embraced modern dance with glee. Here I met “The Body 
Succession,” the instructions for which are, “Push the hips 
forward with the rest of the body relaxed.” The relaxed 
knees bend, and a ripple goes through the abdomen, chest 
and neck, stretching everything. After weeks of struggle 
came the night when Marian (the teacher) said, “Now 
that’s a real succession!” Exuberantly I executed “real suc- 
cession” after “real succession.” The next morning I crawled 
to work with all the symptoms of pleurisy, sore throat, and 
arthritis. 

One evening Marian introduced us to our “two little but- 
tons.” “Find your buttons and when you sit, sit squarely 
on those two little buttons.” What a boon that is to seden- 
tary secretaries. 

Seven years have passed since that summer day when I 
discovered my bustle. 

Phyllis, who has long since become a dance addict, says, 
“If I miss a couple of classes I’m logy and stupid. Just think, 
there was a time when I didn’t even know about this won- 
derful alivenesses.” 

We click through the roughest day with nerves that feel 
as if they were soaked in warm oil. Perfect dance posture 
is more valuable than a Paris original in creating that chic 
look; it also eliminates five o'clock fatigue. 

Modern dance, which is based on tension and relaxation, 
produces a valuable by-product—mastery of the art of re- 
laxation. There’s nothing like immediately bodily obedience 
to the mental signal “take it easy” for generating efficiency 
—or, in other circumstances, for luring sleep. 

It’s just as well I was innocent until recently of what 
Havelock Ellis said about dancing: 

“For the artist life is always discipline, and no discipline 
can be without pain. This is even so of dancing, which of 
all the arts is most associated in the popular mind with 
pleasure. To learn to dance is the most austere of disci- 
pline.” 

Nevertheless Ruth St. Denis, Fred Astaire, Phyllis, and 
I are still dancing. 

The bustle? It’s gone. 
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news from the four corners of N. S. A. 


SOUTHEASTERN DISTRICT 


BARBARA WENDT 
4314 Twelfth Road, South 
Arlington 4, Virginia 


DELAWARE CHAPTER (Wilmington, 
Delaware) was hostess to 75 girls at 
the Region 1 meeting on October 31, 
November 1 and 2. Eight Chapters, in- 
cluding LIBERTY BELLE CHAPTER (Phil- 
adelphia, Pennsylvania) , were represent- 
ed at the meeting, whose theme was 
“With Progress Goes Responsibility.” 
Open house was held on Friday eve- 
ning. Marguerite Dodds, Southeastern 
Vice President, conducted business ses- 
sions. Presentation of papers and forum 
discussions on CPS, State Organization, 
Civic Activities, Membership, Project 
Financing, Officer Duties, and Educa- 
tional Projects provided opportunity for 
valuable examination of various NSA 
activities. Mrs. William H. Marmion, 
guest speaker at the Saturday evening 
banquet, spoke on “Citizenship.” At the 
Sunday morning brunch, the Reverend 
Milton Keene, of the Harrison Street 
Methodist Episcopal Church, presented 
a timely “Whistle Stop Speech.” 


* * * 


The meeting of Region II, November 
21-23, hostessed by ANNISTON CHAP- 
TER (Anniston, Alabama), was attended 
by 50 members, representing 8 Chap- 
ters from Kentucky, Tennessee, Missis- 
sippi, and Alabama. Southeastern Vice 
President Marguerite Dodds presided at 
the business session. A rhinestone pin, 
donated by MALABOUCHIA CHAPTER 
(Jackson, Mississippi) was raffled for 
the benefit of the NSA Home Fund. A 
country lodge party opened the get- 
together on Friday evening. Mrs. Mary 
H. Barrett, National President, spoke at 
the Saturday luncheon on “Dreams.” 
The banquet that evening was high- 
lighted by an address, “Love Thyself,” 
by Dr. Houston Cole, President of 


Eighteen 


Jacksonville (Alabama) State Teachers 
College, and the installation of the Ala- 
bama State Officers by Mrs. Barrett. 
Karl D. Klein, Public Relations Direc- 
tor of Monsanto Chemical Company, 
spoke on “Not For Sale” at the closing 
breakfast session on Sunday. 


* * * 





national news 


Mrs. Mary H. Barrett, National President, 
assisted by Southeastern Vice President 
Marguerite Dodds (far right), installs 
newly-elected Alabama State Officers at 
the Region II meeting in Anniston, Ala- 
bama. At Mrs. Barrett’s left are Clemmie 
Werts of Birmingham, who served as 
proxy for Lois Hendrickson, State Secre- 
tary, of CONFEDERATE CAPITAL CHAPTER 
(Montgomery); Julia Robertson, State 
President, BIRMINGHAM CHAPTER; and 
Ruth Ferguson, ANNISTON CHAPTER, State 
Treasurer. 
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The Tennessee Chapters adopted State 
Organization. The following officers 
have been appointed by SEVP Margue- 
rite Dodds: State President, Mrs. Jean- 
nell Walker, CHATTANOOGA CHAPTER 
(Chattanooga, Tennessee) , 660 Georgia 
Avenue, Chattanooga; State Secretary, 
Mrs. Ruth Mayfield, MEMPHIS CHAP- 
TER (Memphis, Tennessee ), c/o Gartly- 
Ramsay Hospital, 696 Jackson Avenue; 
State Treasurer, Mrs. Dorothy C. Kelly, 
OAK RIDGE CHAPTER (Oak Ridge, 
Tennessee), P. O. Box 55. 

* * * 

CONFEDERATE CAPITAL CHAPTER 
(Montgomery, Alabama) held a bingo 
party to raise funds for its scholarship 
program. Prospective members were en- 
tertained recently at the home of Mrs. 
Beth Thacker. 

* * * 

Copi CHAPTER (Canton, Ohio) re- 
ports progress with Ways and Means 
projects, including sales from candy. 





CONFEDERATE CAPITAL CHAPTER (Mont- 
gomery, Alabama) sponsors the Mont- 
gomery Nursery Schools in the kick-off 
parade for the 1952 Red Feather Appeal. 
Left to right are: Lillian Rooks, Chapter 
President; Mrs. Frances Jones; and Mrs. 
Laverne Brandt (behind wheel). 


~ SONNE A 
WURSERY SCHOOLS 
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KNOXVILLE CHAPTER (Knoxville, 
Tennessee), installed on November 13 
by OAK RIDGE CHAPTER (Oak Ridge, 
Tennessee), with 29 members, has as 
its President Mrs. Larry Grable, charter 
member of EVANSVILLE CHAPTER (Ev- 
ansville, Indiana) and formerly mem- 
ber-at-large. Installation guest speaker 
Professor G. H. Parker, of the Univer- 
sity of Tennessee, outlined the ways to 
maintain a successful organization and 
to avoid pitfalls. 


* * * 


OAK RIDGE CHAPTER (Oak Ridge, 
Tennessee) sponsored a fund-raising 
project to finance Christmas gifts and 
teaching aids for a special class of ex- 
ceptional children at one of the city 


schools. 
* * * 


Dr. Felix Oppenheim, Associate Pro- 
fessor of Political Science at the Uni- 
versity of Delaware, spoke at the third 
anniversary celebration of DELAWARE 
CHAPTER (Wilmington). Dr. Oppen- 
heim’s subject was “U. S. Foreign Policy 
as Seen from Western Europe.” 





Pictured viewing the Charter of MANATEE 
CHAPTER (Bradenton, Florida) at its in- 
stallation are, left to right: Beulah Hunt, 
Vice President; Mrs. Viola Young, GULF 
TO Bay CHAPTER (St. Petersburg, Flor- 
ida); Marion Broderick, President, MAN- 
ATEE CHAPTER; and Mrs. Dorothy Mac- 
Phee, Field Executive. 





PALMETTO CHAPTER (Columbia, 
South Carolina) sent Mrs. Sara Shealy 
as its representative to the meeting of 
the Clerical Division, South Carolina 
Conference of Social Work, held in Co- 
lumbia in November. Mrs. Shealy spoke 
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on “The Advantages of Belonging to a 
Professional Organization.” 
* * * 


OSCEOLA CHAPTER (Clearwater, Flor- 
ida) was gratified by the enthusiastic 
response to its pre-holiday dance, given 
late in November at the Clearwater 
Country Club. The Chapter has launched 
its bulletin, “Cracker Crumbs.” Mem- 


- bers are now attending a CPS refresher 


course at the University of Tampa. 
Members of OLD DOMINION CHAP- 
TER (Richmond, Virginia) are doing 
office work at Sheltering Arms Hospi- 
tal on Saturday mornings. Seventeen 
members are attending a course on Bus- 
iness Theory at the University of Rich- 


mond. 
+ +. * 


Favors to the bosses at O. HENRY 
CHAPTER’s (Greensboro, North Caro- 
lina) fifth Boss Nite in November: 
First timers received bibs; second tim- 
ers, bonnets; third timers, Buster Brown 
collars; fourth timers, mustaches; and 
fifth timers, wigs and whiskers. A skit, 
“The Super Secretary,” and the second 
annual award of “Outstanding Member” 
to Juanita Ramsay, Past President and 
holder of the highest number of points, 
were other highlights of the evening. 
The Chapter was hostess to the first 
North Carolina State meeting on Janu- 
ary 7. 


* * * 


FRANKFORT CHAPTER (Frankfort, 
Kentucky) is conducting a rigorous 
membership campaign, as well as a 
finance project to sell perfume. 


* * * 


Mr. S. L. Hooper of Remington-Rand, 
Inc., member of the CPS Institute, was 
guest speaker at the JACKSONVILLE 
CHAPTER (Jacksonville, Florida) De- 
cember meeting. The Chapter recently 
held a white elephant sale and is cur- 
rently working with the Air Filter Cen- 
ter (civil defense). The members also 
attend a course of study at Jacksonville 
Junior College. 

* * * 


“My Dear, How You've Changed!” 
was the subject of Mrs. Rita Eastman’s 
talk before MONUMENTAL CHAPTER 
(Baltimore, Maryland) in November. 
Mrs. Eastman, present National Secre- 
tary of the Advertising Federation of 
America, discussed the many changes in 
secretaries—their attitudes and pros- 
pects—and in businessmen’s attitudes 
toward secretaries. 


Each member of LAND OF THE SKY 
CHAPTER (Asheville, North Carolina) 
donated from two to four hours’ time 
to the United Appeal during Novem- 
ber. The Chapter also played Santa to a 
needy family at Christmas. 


* * * 


Mary Watson, head of the Circula- 
tion Department, University of Louis- 
ville Library, spoke before LOUISVILLE 
CHAPTER (Louisville, Kentucky) in No- 
vember on her experiences in Com- 
munist China while she was librarian 
of Ginling College in Nanking from 
1949 to 1951. The Chapter’s Christmas 
Party centered around “exchange of 
money,” to be used later for a worthy 
purpose. 

* * * 


GULF TO BAY CHAPTER (St. Peters- 
burg, Florida) held a successful Square 
Dance Frolic in November. Sponsored 
by Ways and Means, the event was com- 
plete with gadget bar, baked goods sale 
and refreshments. The entire Chapter 
was honored recently by P. K. Smith 
and Co. at an elaborate buffet dinner 
and cocktail party. Mary Waller is com- 
mittee chairman for the Chapter’s first 
Boss Nite, to be held next month. 


* * * 


CAPITAL CHAPTER (Washington, D. 
C.) sponsored Potomac Electric Power 
Company’s “Electric Playhouse” on No- 
vember 25. The Salvation Army was the 
recipient of clothing, food, money and 
other articles collected at the Chapter’s 
Christmas Party. 
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NORTHWESTERN DISTRICT 


HELEN A. MOE 
321 Locust Street 
Des Moines 9, Iowa 


The latest project of the SPOKANE 
CHAPTER (Spokane, Washington) is 
the establishment of a “credit” at the 
Spokane Community Blood Bank. This 
credit will benefit the members of Spo- 
kane Chapter and will be available to 
the chapter members and their immedi- 
ate families whenever an emergency oc- 
curs. Added donations to the bank credit 
will be made from time to time by 
chapter members and their families 
when the need arises. Arrangements 
have been made to turn over the unused 

(continued on page 22) 
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ii Gras 


O NE of the most interesting cities in the country, 
or the world, is New Orleans. And when she dons 
the glitter and tinsel of carnival dress for the world- 
famous Mardi Gras she becomes irresistible. 

Each year visitors by the thousands flock to New 
Orleans for the festivities introduced more than a 
century ago by a band of young Creoles. They come 
from, far and nearyby.train, auto, bus, plane and even 
river boats and return ‘to their homes satisfied that 
they have seen on@.of this country’s most colorful 
spectacles. 

Mardi Gras day or Shreve Tuesday falls on Feb- 
ruary 17 in 1953 but /for several days before this 
tourists will start arriving and the city’s extensive 
railroad yards will become a Pullman City. 

Travel agencies from all over the country annually 
send thousands by train to New Orleans at Mardi 
Gras time. The majority of these live on the train 
which is only a short walk or taxi ride from the heart 
of the city. 

Although the Mardi Gras program,changes some- 
what from year to year, fundamentally it follows 
much the same pattern that has cheered thousands of 
visitors and natives alike through the years. 

The famous festive “farewell to flesh,” which pre- 





Enchantment 


by WAYNE C. LACOcK 


Wayne Travel Service 


cedes the 40 days of Lenten fasting, has lived down 
through generations. Translated from the French, 
Mardi Gras means “fat Tuesday,” the day of merry- 
making immediately preceding Ash Wednesday. 

On Mardi Gras and for several days preceding, 
man, woman and child alike discard the clutter of 
conventions. Staid bankers and roustabouts cast off 
their garb of reality and put on the garb of the make- 
believe world. At the Mardi Gras they no longer be- 
long to a sedate world but become clowns and In- 
dians, Pierotts and Pierettes, knights and ladies or 
animated replicas of the comic strips. 

(continued on page 24) 
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DRAW-IN-DEX CABINET 


Berwin Trading Co. makes these Draw- 
In-Dex cabinets which file blueprints 
without wrinkles, creases or curled edges. 
Each cabinet accommodates up to 1,250 
prints, any of which can be removed and 
replaced speedily and easily without dis- 
turbing others. They occupy a minimum 
of space, are properly indexed, and are 
immediately accessible. 


Circle 144 on coupon, page 24 





PREMIER DELUXE PORTABLE 
PENCIL SHARPENER 


The attractive design and rubber base 
are features of this new pencil sharpener 
which requires no installation. It can be 
placed in any convenient spot, not only 
saving unnecessary steps, but also increas- 
ing “efficiency time” through sharp points. 
Sharp points mean neater work, leaving 
less room for mistakes due to illegible or 
smeared copy. Made by the Automatic 
Pencil Sharpener Co. 


Circle 145 om coupon, page 24 
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"STAXONSTEEL" TRANSFER FILES 


Bankers Box Company is now manufac- 
turing a corrugated fibre-board drawer 
file that “builds its own steel shelving as 
units are stacked.” They’re skillfully en- 
gineered so that the factory-applied steel 
side-plates and horizontal stackers carry 
the load. The drawers will not bulge or 
stick when loaded, no matter how high 
the units are stacked. The product is 
shipped flat and assembles quickly and 
easily, each unit making a complete dur- 
able file drawer. 


Circle 146 on coupon, page 24 





Take a Letter, Please 


(continued from page 14) 

tant and pleased, rather than insignifi- 
cant and possibly angry, but a carelessly 
written letter can antagonize him. 

If you use care in choosing your 
words, the results will be closer to what 
you're seeking. Don’t use phonetic or 
simplified spelling—+hot for thought or 
thru for through—if for no other reason 
than it detracts from your reader's ab- 
sorption in the contents of your letter. 
You can still put color into your words 
and letters, however, and by color we 
mean action. As this article stressed 
earlier, verbs are action words, the color 
words of our language. They put sparkle 
and zing into your letters. The same is 
true, to a lesser degree, with adjectives, 
which can also add pep and vitality to 
your sentences. 

English can be made as dynamic and 
as forceful as any other language, even 
though in many ways it is the most 
tricky. Insignificant-looking prepositions 
sometimes cause an endless amount of 
trouble. Take special care with these: 

(continued on page 32) 
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BUCKI-TALA 


Why are Buckeye Ribbons and 
Carbons like a Rose Bowl team ¢ 


‘Cause the whole line is made 
up of champions, ready to tackle 
the toughest job and come through 
like All- AMERICANS / 


chy \f we haven't met personally yet, q 
note on your company letterhead 
will send me dashing toward your 
desk, where I'll serve as a doggy 
litle paperweight and pass out 
reminders that there's nothing 
quite So good as my:-- 


BUCKEYE RIBBONS AND CARBONS 
72 St.Clair Ave., Cleveland 3, Ohio 
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NORTHWESTERN DISTRICT 
(continued from page 19) 


“credit” at the end of a year's time to 
the Korean War Blood Bank fund. 


* * * 


With Terry Jaeckel of the Wyoming 
Travel Agency as their guide, members 
of TETON CHAPTER (Casper, Wyom- 
ing) traveled to Nassau in the Baham- 
as, via a color film lecture. Members are 
planning a spring formal, rummage sale, 
bingo party, and a tea. 

* * * 


Joyce Grandage, an exchange teacher 
from Sheffield, England, was guest 
speaker at the November meeting of 
NEBOMBA CHAPTER (Omaha, Nebras- 
ka). Miss Grandage spoke about the 
educational facilities in England as com- 
pared with those in the United States. 
As part of their Thanksgiving social, 
members visited the home of the wife 
of an exporter and viewed the many 
items of jewelry she makes from im- 
ported stones and beads. Instead of hav- 
ing a Christmas party for themselves, 
Nebomba Chapter gave a party for the 
Negro children of the Woodson Journal 
Club, a group they have been sponsor- 
ing for a year. 

* * * 


PIONEER CHAPTER (Fremont, Ne- 
braska) members heard a former secre- 
tary who is now president of the com- 
pany she served as secretary to its one- 
time president. Alma L. Benton, who 
spoke on “Women in Business,” is Pres- 
ident of Hammond and Stephens Com- 
pany, printers of diplomas and other 
school supplies. 

* * * 


The Education Committee of CORN- 
HUSKER CHAPTER (Lincoln, Nebraska) 
worked with the Extension Division of 
the University of Nebraska to sponsor 
a secretaries’ refresher course designed 
to prepare secretaries for CPS examina- 
tions. Spring and fall night sessions were 
set up, each lasting six weeks. A two- 
hour class was held each week. The first 
session covered secretarial theory and 
included the subjects of Economics, Psy- 
chology, Personnel Management, Office 
Management, Accounting, Business Law, 
and English. The second session covered 


secretarial skills and included Shorthand, 
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Typing, and Bookkeeping. Thirty-two 
girls, fifteen of whom were NSA mem- 
bers, were enrolled in the classes. 

* * * 


Members of MELIOR VITA CHAPTER 
(Sioux Falls, South Dakota) participat- 
ed in the Halloween Party for the Vet- 
erans at the Royal C. Johnson Hospital 
sponsored by various local organizations. 
Chapter members functioned as the Re- 
ception Committee and _ distributed 
tickets for the various entertainments. 
All members of NSA were masked and 
gayly costumed. Despite the rush of the 
holiday season, Melior Vita is enthusi- 
astically buckling down to a new project 
—‘The Traveling Dollar.” Two teams, 
“Gold Diggers” versus “Go Getters” will 
rival and tally their proceeds at the end 
of their fiscal year. Besides the satisfac- 
tion of money in the bank (for the good 
of the chapter) the nth product (for 
fun) is the losers treat the winners! 

* * * 


Members of MINN-ARROW CHAPTER 
(Duluth, Minnesota) all had _beauti- 
fully wrapped Christmas gifts because 
they learned this art from a demonstra- 
tion presented at their November meet- 
ing. Mrs. Margaret Rosen, President, 
gave a brief review of NSA and their 
chapter to familiarize the guests with 
NSA purpose and activities. 

* * * 


To the tune of $138 clear profit, 
GOPHER CHAPTER (Minneapolis, Min- 
nesota) can relax for just a minute after 
the wonderful success of their Second 
Annual Auction. Entering into the spirit 
of Christmas, each member made a 
monetary contribution at the Christmas 
party which was donated to a needy 
organization. 

* * 

ROGUE RIVER CHAPTER (Medford, 
Oregon) is proud of Mrs. Evelyn 
Schroeder who has been appointed a 
member of the CPS Institute. 

* * * 


A food shower for a needy family and 
gifts for their four children were a part 
of the Christmas project of CASCADE 
CHAPTER (Salem, Oregon). The Chap- 
ter recently hostessed a very successful 
Regional Meeting. 


* * * 


During their Fourth Annual Boss 
Nite, Edythe Somerville, President of 
BOOK CLIFF CHAPTER (Grand Junc- 
tion, Colorado), presented a chapter 


honorary membership to M. N. Due, 
President and Manager of the Citizens 
Finance Company. Four employees of 
his organization are members of Book 
Cliff Chapter. 

* * * 

PIKES PEAK CHAPTER (Colorado 
Springs, Colorado) celebrated its eighth 
birthday in November with a Chapter 
Birthday Party. Several guests were pres- 
ent including the presidents of two 
NSA Chapters in Denver—Mrs. Mary 
Ellen Brickner of the EVERGREEN 
CHAPTER, and Juanita Daily of COLUM- 
BINE CHAPTER. 

* * * 

A Fall Festival was held in Novem- 
ber by SIOUX CHAPTER (Sioux City, 
Iowa). It was a regular bazaar with 
booths containing hand-made articles, 
food, grab bag, fish pond and Christmas 
cards. A buffet supper was served to ap- 
proximately ninety people. From this 
first venture, Sioux Chapter’s Treasury 
was enriched by $200. Christmas boxes 
were packed for the Woodbury County 
Tuberculosis patients at the Oakdale 
Sanitarium and a box of books was sent 
to their library. During the first part of 
December, Sioux members did clerical 
work for the Christmas Seal Drive. 

* * * 


HAWKEYE CHAPTER (Des Moines, 
Iowa) enjoyed a talk and film on “Tele- 
phone Courtesy” at the November meet- 
ing. Fifteen prospective members were 
guests and many already signed on the 


dotted line. 
+ a * 


Shown at the regional meeting in Salem, 
Oregon are, left to right, Mrs. Margaret 
A. Hansen, Chapter President; Mrs. W. M. 
Barlett; W. M. (Jack) Barlett, Oregon 
State Director of Aeronautics; Jean C. 
Brimacombe, Convention Chairman; 
George Moorhead, Superintendent Sul- 
phite Division, Oregon Pulp and Paper 
Company; Mrs. George Moorhead; Mar- 
garet Hesemann, Northwestern Vice Presi- 
dent; Lois Manning. Convention co-chair- 


man. 
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Edythe Somerville, President, BooK CLIFF 
CHAPTER (Grand Junction, Colorado) 
presenting Chapter Honorary Member- 
ship to M. N. Due, President and Mana- 
ger of the Citizens Finance Company. 
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MRS. PAULINE F. MILLER 
32 North 2nd Street 
Harrisburg, Pennsylvania 


Susanne W. Martin of NEWARK 
CHAPTER (Newark, New Jersey) par- 
ticipated in panel discussion on “Im- 
proving Today's Business Education by 
Evaluating the Past and Forecasting the 
Future” conducted by the New Jersey 
Business Education Association in con- 
vention at Atlantic City, New Jersey. 


* * * 


“Mental Health” was the topic of the 
speaker, Herbert W. Booth, at monthly 
dinner meeting of the MOTOR CITY 
CHAPTER (Flint, Michigan). 


* * * 


A tour of the new air terminal at 
Bradley Field was enjoyed by the HART- 
FORD CHAPTER (Hartford, Connecti- 
cut). To stimulate interest in the Na- 
tional Convention to be held in Seattle, 
Evelyn McMeken of the NEw HAVEN 
(Connecticut) CHAPTER showed Hart- 
ford Chapter members colored films on 
the Grand Canyon. and Southern Cali- 


fornia. 
. * * 


“Breakdown,” a film about the mental 
breakdown of a young secretary, with 
commentary by Mrs. Kay H. Frederik- 
sen, public schools psychiatrist, was in- 
cluded on the program of the DUNE- 
LAND CHAPTER (Gary, Indiana) re- 


cently. 
* * * 


BUFFALO CHAPTER (Buffalo, New 


York ) Christmas Carnival Fashion Show 
was a sell-out. 
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COPPER CITY CHAPTER (Rome, New 
York) staged a Ranch Party at Rickard’s 
Ranch during November. Members of 
the UTICA and ONEIDA CHAPTERS were 
guests. Picture slides from Mrs. Mar- 
garet Rath’s private collection were 


shown. 
* * * 


Director of the Chamber of Com- 
merce gave members of the FRAMING- 
HAM CHAPTER (Framingham, Massa- 
chusetts) an account of the growth and 
opportunities of Framingham. 


* * * 


First Boss Nite dinner held by FLor- 
AL CITY CHAPTER (Monroe, Michigan ) 
in conjunction with GLAss CiTy CHAP- 
TER (Toledo, Ohio). Circus theme pre- 
vailed. George J. Henrich, Vice Presi- 
dent in charge of Purchasing, Monroe 
Auto Equipment Company, was crowned 
Boss of the Year. Dr. Irene Place pre- 
sented a brief history of NSA and the 
objectives of the CPS program. 


* * * 


Another Boss Nite dinner at ALI- 
QUIPPA-AMBRIDGE CHAPTER ( Aliquip- 
pa, Pennsylvania). Northeastern Vice 
President Lilyan Miller was guest speak- 
er. A plaque was presented to Merritt 
Rose, Boss of the Year. 


* * * 


ALBANY CHAPTER (Albany, New 
York) received a legacy of $100 to- 
ward a scholarship award by Mrs. Har- 
riet Hunter Ross, charter member. 


* * * 


DETROIT TRANSCRIPT CHAPTER (De- 
troit, Michigan) annual Boss Nite din- 
ner was held at the Hotel Statler with 
98 present. Mrs. Vera Green, guest 
speaker, discussed “Women in Business 
Prove Their Right.” Notable guests in- 
cluded Mark Beltaire, Detroit Free Press 
columnist; Beverly Beltaire of Televi- 
sion Station WXYZ-TV; and Jack Pick- 
ering, Detroit Times columnist. A dona- 
tion has been made to Veterans Hospital 
for the purchase of canteen coupon 
books. 


* * * 


Kenneth R. Query, Regional Manager 
of the National Association of Manufac- 
turers, spoke on “The Hole in Your 
Pocket” at the Boss Nite dinner of the 
PAGODA CHAPTER (Reading, Pennsyl- 
vania). Guests included members from 
the PHILADELPHIA, YORK, HARRISBURG, 


and LANCASTER (Pennsylvania) CHAP- 


TERS. 
a a. 


Irma Johnson, PITTSBURGH CHAPTER 
(Pittsburgh, Pennsylvania) crowned 
her boss, Frank R. King, Colonial Sup- 
ply Company, as Boss of the Year at the 
annual Boss Nite dinner attended by 
171 secretaries and guests. Albert K. 
(Rosey) Rowswell, well known for his 
radio reporting of the Pirates’ Baseball 
Club, was Master of Ceremonies. Dr. 
Peter Lindstrom was guest speaker. 


* * * 


BRIDGEPORT CHAPTER (Connecticut) 
took an active part in Career Day Pro- 
gram sponsored by the local Chamber 
of Commerce. Ten members spoke on 
the principal aspects of the secretarial 
profession to groups of high school stu- 
dents. Mrs. Helen B. Wallat, newly in- 
stalled Charter President of the BRIDGE- 
PORT CHAPTER, was honored recently in 
William LaMalle’s newspaper column 
“Around-About Bridgeport.” 


* * * 


WHITE PLAINS CHAPTER (White 
Plains, New York) reports six new 
members initiated at the November 
meeting, at which Mary E. Campbell, 
Job Editor of Glamour Magazine, was 


guest speaker. 
* * * 


Virginia Price of the COLUMBUS 
CHAPTER (Columbus, Ohio) won a 
door prize at the National Convention 
—an anniversary clock donated by Rem- 
ington-Rand, Inc. 


* * * 


Mrs. Evelyn G. Day, Past President 
and present Education Chairman of the 
MIDDLETOWN CHAPTER (Middletown, 
Ohio) was guest speaker recently at 
Miami University; also guest speaking 
was May E. Sullivan, Vice President, 
who addressed the commercial students 
at Middletown High School. Betty 
Roush, 1952 scholarship winner, attend- 
ing Stevens College, was named to the 
Steering Committee of the Junior Class, 
one of the highest honors a new student 


can achieve. 
. * * 


Mr. Chester Soucek, with the Under- 
wood Corporation, New York City, 
awarded Mrs. Mary T. Young, CPS, 
PROVIDENCE CHAPTER (Providence, 
Rhode Island) a Ronson lighter with 


(continued on page 26) 
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Mardi Gras Enchantment (continued from page 20) 


The generally accepted version of the 
beginning of the Mardi Gras as it is 
celebrated in New Orleans is that a 
group of students in 1827, returning 
from studies in Paris, donned costumes 
and danced through the streets in mimi- 
cry of a similar celebration they had ob- 
served while away at school. 

In 1857 the Mustic Krewe (a krewe 
is a secret organization) of Comus was 
organized. This is the oldest and credited 
with being the most exclusive of the 
present groups which still celebrate the 
Mardi Gras in New Orleans with par- 
ades, tableaux and balls. 

Rex, King of Carnival and Lord of 
Misrule, first appeared in 1872. The 
Krewes of Momus and Proteus followed 
in 1882. These four were, for many 
years, the only big street parades fol- 
lowed by balls. Today there are more 
than 50 carnival organizations. 


From Sunday until Tuesday night of 
Mardi Gras week there is a constant 
string of parades. Mardi Gras day itself 
is something that must be seen to be 
fully appreciated. Early in the day the 
crowds start jamming the main streets 
on the route that Rex will follow—St. 
Charles Ave. and Canal Street, the wid- 
est main thoroughfare of any city in the 
country. 

Beginning early on Mardi Gras morn- 
ing various clubs of the city holds small 
“walking” parades all over town. First 
of the Mardi Gras day parades however, 
is that of Zulu, King of the Africans 
and a burlesque of Rex. He steps from 
a decorated “yacht” in the New Basin 
Canal and onto a waiting float. This is 
followed by other highly decorated floats 
that wind through the “Kings” native 
section of the city. 

(continued on page 32) 
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SUCKI = TALK 


Why is the month of 

Z January like Buckeye 
Ribbons and Carbons ¢ 
<‘Cause beth are FIRST, sista 
with the NEWEST and BEST/ 


If you haven't, as yet, asked for 
me, why not do so now --- on 
Im a 
doggy little paperweight. You 
can count on me to help you 
smile, just aS your work will 
look better when you use my 


‘BUCKEYE RIBBONS AND CARBONS 





Cleveland 3, Ohio 
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DRAFT-DODGER 


Inspired by the cold spot which plagues 
many offices, Draft-Dodger was designed 
primarily as an under-the-desk heater for 
employees exposed to cross ventilation 
and drafts. Made of virtually unbreakable 
glass that conducts electricity, the heated 
surface radiates warmth, without giving 
off extreme heat in one spot. Absolutely 
no fire hazard. Stands on the floor or may 
be mounted permanently to a partition or 
desk knee hole. 
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accounting, 


simplified 
for 
the busy secretary 


The Meaning of 


Financial Statements 


Tas month we shall try to explain how balance sheets 
and income statements are analyzed and interpreted to aid 
in making business judgments and decisions. The three big 
questions in reading financial statements are: 


1. Is the business in good financial condition? 
. Has the business been well run? 


2 
3. Will the business be in good financial condition and 
well run in the future? 


The third question involves budgets and forecasting and 
will be taken up later. 


The first question seeks to determine whether the busi- 
ness can pay its bills and whether it has any value (net 
worth) above its obligations to creditors. The second ques- 
tion seeks to appraise the performance of management 
which is measured by profits. In answer to the second ques- 
tion, management is generally expected to overcome or 
take advantage of all conditions, but it must overcome long 
term adverse conditions to stay in business. 


Outsiders are interested in the answers to the three basic 
questions to help them decide whether to invest in or ex- 
tend credit to the business. Insiders, including management 
and owners, are interested for the additional purposes of 
measuring and regulating the proficiency of personnel and 
explaining changes in financial condition. 


The most common method of explaining changes in 
financial condition and related profits is by analysis of ac- 
counts. This is simply the process of breaking down the 
total amounts on the financial statement into simple com- 
ponents. For example, if administrative expenses this year 
are higher than they were last year, an analysis might show 
that secretaries’ salaries were increased. If the amount pay- 
able to trade creditors appears abnormally high on the bal- 
ance sheet, an analysis might show that one particularly 
large item is in dispute because of defective material or 
other reasons. Many businessmen are frequently able to 
analyze the statements by falling back on their own mem- 
ories. It is quite common to hear a buyer in a department 
store say, “We made more money last month than the 
month before because we sold 3000 of those new gewgaws 
on which we earned 50% mark-up.” Accountants are fre- 


The Secretary 


by MARY ANN STROTHMAN, C.P.A., shown here with 
her husband, Walter R. Strothman, also a C.P.A. 
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quently called upon to make more exact comparisons 
through analysis to verify management's claims or to estab- 
lish unknown factual information. 


Account analysis of the type just described, while help- 
ful, does not necessarily fully answer the basic question, 
largely because it results in comparisons only within the 
business itself. It is important to know, also, how the busi- 
ness compares with other similar businesses, with business 
in general, and with certain arbitrary standards which have 
been established over the years. Since the specific dollar 
amounts are only meaningful within the business, the calcu- 
lation of significant ratios on percentages makes such in- 
formation comparable to other businesses. One of the most 
common ratios is that of gross profit to net sales. For ex- 
ample if the business had sales of $100,000 and gross profit 
of $40,000 it would be said to have a gross profit ratio of 
40% ($40,000 divided by $100,000). The ratio of net 
profit to sales is sometimes called the operating ratio. If the 
operating ratio of one company is compared to that of an- 
other, some judgment can be made as to the relative prof- 
itability of the two businesses. All circumstances being 
about equal some preliminary judgments also can be made 
regarding the relative efficiency and capabilities of the 
operating management. 


There are thousands of ratios that can be used to analyze 
a business, but the usual types are classified into the follow- 
ing: 

1. Income statement relationships, each of which com- 
pares two amounts obtained from the income state- 
ment. The gross profit ratio and the operating ratio 
are examples of these. 


2. Balance sheet relationships, each of which com- 
pares two amounts obtained from the balance sheet. 


3. Balance sheet and income statement relationships, 
which compare one amount from the balance sheet 
with another amount from the income statement. 

(continued on page 29) 
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NORTHEASTERN DISTRICT 
(continued from page 23) 


NSA insignia because she beat the 
“champ” in the contest at the NSA Con- 
vention, writing 92 words per minute 
with 97% accuracy. 

* * * 


Another winner, Roberta Fleming of 
MARQUETTE CHAPTER ( Peoria, Ilinois) 
beat the former world’s amateur cham- 
pion in a handicap speed typing race. 

* * * 


TIRE TOWN CHAPTER (Akron, Ohio) 
held its Sixth Annual Boss Nite on Oc- 
tober 29. Mr. C. W. Head, Assistant 
Treasurer of the Aluminum Company 
of America, was guest speaker. Mrs. 
Ruth Duncan, President, gave a check 
covering the Chapter scholarships at 
Akron University to its President, Dr. 
Norman P. Auburn. Past Presidents of 
the Chapter were awarded pins by Mrs. 
Mary Hagan Barrett, National President. 
The Chapter also awarded a scholarship 
to Actual Business College. 

* * * 


Another scholarship award—WASH- 
INGTON CHAPTER (Washington, Penn- 
sylvania)—a ten month secretarial course 
at Penn Commercial College. 

* * * 


PRESQUE ISLE CHAPTER (Erie, Penn- 
sylvania) reports extensive project for 
Erie County Heart Association, with 
General Electric Secretaries Club assist- 
ing. The Chapter Boss Nite dinner was 
held at the Sportsmen’s Athletic Club. 
Mr. Maurice Shoup, Public Relations 
Director of Gannon College, gave a talk 
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on “Comics Since Their Inception.” An- 
other highlight for PIC was a fashion 
revue, “A Secretary Is Born,” depicting 
the life of a secretary from her birth to 
the birth of her daughter. 


* * * 


Walter Rojahn, one of the “bosses,” 
sent orchid corsages for each secretary 
attending the MILWAUKEE CHAPTER 
(Milwaukee, Wisconsin) Boss Nite din- 
ner. A trophy was presented to Louis J. 
Best as Boss of the Year. Mrs. Mary 
Barrett, National President, and Mrs. 
Lilyan Miller, Northeast Vice President, 
initiated 18 Milwaukee Chapter mem- 
bers at the Northeast District Regional 
Meeting in Milwaukee. 

* * * 


TRENTON CHAPTER (Trenton, New 
Jersey) had George Hicks, popular 
radio commentator, as guest speaker for 
its fifth Boss Nite dinner. 


* * * 


ALTON CHAPTER (Alton, Illinois) is 
planning a number of ways and means 
projects. Boss Nite dinner is scheduled 
for early in the spring. 

* * * 


Officers of the WATERTOWN CHAP- 
TER (Watertown, New York) attended 
the November dinner meeting of the 
SYRACUSE CHAPTER (Syracuse, New 
York). A baked Lasagne Dinner and a 
rummage sale are included among ways 
and means projects. 

A beautiful afghan, made by PHILA- 
DELPHIA (Pennsylvania) CHAPTER Pres- 
ident, Ethel Ambler, was donated to the 
Ways and Means Committee. “Shop 
with Philadelphia Chapter and Save” is 
the slogan adopted by the Committee. 

* * * 


CORRECTION: Page 15, November is- 
sue, should have read: PROVIDENCE in- 
stalled a chapter in NEWPORT and STAM- 
FORD installed a chapter in BRIDGEPORT, 


Connecticut. 
+. * * 


WORCESTER CHAPTER (Worcester, 
Massachusetts) members heard Mrs. 
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Honored guests at a meeting of the BING- 
HAMTON CHAPTER (Binghamton, New 
York) were three past Presidents, left to 
right, Mrs. Bertha Morton, Mrs. Margaret 
Moore, Mrs. Helen O. Kern, this year’s 
President, and Miss Ruth Kelsey. 





Mildred P. Corea of Colombo, Ceylon, 
India, speak on “Women in Ceylon.” 
Mrs. Corea is a student at Worcester’s 
Clark University and plans to return to 
her country to teach. 


* * * 


HURON VALLEY CHAPTER (Ann Ar- 
bor, Michigan) entertained with a mem- 
bership tea at the Women’s City Club. 
Catherine Norris, National Education 
Chairman; Mary Lenting, former State 
Advisor; and Ione Peterson, Michigan 
State Secretary, were guests. Margaret 
Treanor, Michigan State President, and 
Evelyn Myers, of the LANSING TEUBOR 
CHAPTER, discussed the advantages of 
state organizations at the November 


meeting. 
* * * 


BEACON HILL CHAPTER (Boston, 
Massachusetts) installed twelve new 
members at its November meeting. 


* * * 


CORRECTION: November issue, Page 
14—"“NSA Float Depicting Secretaries 
of Yester-year . . ” should have read 
NEWARK, OHIO, not New Jersey. 


* * * 


HARRISBURG CHAPTER (Harrisburg, 
Pennsylvania) presented annual Yule- 
tide Party. Five scenes portraying the 
Nativity were staged in tableau form. 
Chapter President Mrs. Grace I. Mc- 
Keever was presented with a small ever- 
green tree with twenty-five silver quar- 
ters commemorating her twenty-fifth 
wedding anniversary. 


= 
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JO MAES KNOERR 
2025 Rutgers Avenue 
Long Beach 4, California 


With the commencement of a new 
year, resolutions are in order! 
* * * 


RESOLVED that we are proud and 
happy to have with us the STEPHEN- 
VILLE CHAPTER (Stephenville, Texas) 
recently installed by the TRINITY CHAP- 
TER (Fort Worth, Texas). 

* * * 


RESOLVED that the TRINITY CHAP- 
TER (Fort Worth, Texas) had a most 
interesting speaker, Judge Jack Lang- 
don of the 17th District Court, whose 
subject was “Women in Politics.” 
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RESOLVED that the TSCW CHAPTER 
(Denton, Texas) received a number of 
pointers for setting up a CPS course by 
Dr. Ruth Anderson, Head of the School 
of Business, Texas Christian University. 


* * * 


RESOLVED that PORT CHAPTER (Lake 
Charles, Louisiana) seems particularly 
busy—initiating a CPS study course at 
McNeese State College. 





To celebrate its ninth birthday, WESTPORT 
CHAPTER (Kansas City, Missouri) held a 
dinner and fashion show. Pictured at the 
speakers’ table are, left to right: Helen 
Boyle, Executive Secretary; Alice “Kitty” 
Cote’, National Treasurer; Elizabeth Lair, 
President, HEART OF AMERICA CHAPTER; 
Anna Marie Schmall, President, WEstT- 
PORT CHAPTER; and Mary Milton, Presi- 
dent, HARRY S. TRUMAN CHAPTER. 


RESOLVED that most chapters are CPS 
minded and WESTPORT CHAPTER (Kan- 
sas City, Missouri) has begun a study 
course covering CPS subjects. This is a 
Tri-Chapter project with HEART OF 
AMERICA CHAPTER (Kansas City, Mis- 
souri) and HARRY S. TRUMAN CHAP- 
TER (Independence, Missouri) joining 
with WESTPORT CHAPTER. The same 
three chapters held a bingo party, at 
which they honored “Kitty” Cote’, Na- 
tional Treasuer; Mary Margaret Mason, 
Missouri State President; and Helen 
Boyle, Executive Secretary. 


* * * 


RESOLVED that Boss Nite dinner of 
the ROSEBUD CHAPTER (Oklahoma 
City, Oklahoma) pursuing a patriotic 
theme, was a huge success, with General 
Ray McLain speaking on Army life in 
the United States and on overseas duty. 


RESOLVED that Old Mexico is the fav- 
orite travel area of Dr. Norman M. Ort- 
gel, who illustrated, with tri-dimensional 
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slides, his talk to the St. LouIs CHAP- 
TER (St. Louis, Missouri) at a recent 
dinner meeting. 


RESOLVED that the Los ANGELES 
CHAPTER (Los Angeles, California) has 
a most novel Ways and Means project: 
“A Mile of Pennies for NSA.” 


RESOLVED FURTHER that the Los 
ANGELES CHAPTER has received a sing- 
ular honor: President Odette Coppock 
and all succeeding presidents will be 
named honorary members of the Ad- 
visory Board of Woodbury College, one 
of the oldest and best known secretarial, 
business and technical training schools 
in the Los Angeles area. 


RESOLVED FURTHER that a “Safari in 
Africa” presented by T. R. Knudsen, 
famed sportsman, at the LOS ANGELES 
CHAPTER “Dinner Honoring Employ- 
ers” tremendously enhanced the evening 
at the new Statler Hotel. Featured deco- 
rations were jungle foliage and smoking 
cannibal pots. 


RESOLVED that the HOUSTON CHAP- 
TER (Houston, Texas) had another 
memorable Boss Nite with Mr. Gay 
Carroll, Comptroller of Humble Oil and 
Refining Company, crowned “Boss of 
the Evening” by his secretary Gertrude 
E. Birkman. 


RESOLVED FURTHER that the Hous- 
TON CHAPTER had the largest percent- 
age-wise increase in membership last 
year, and this year held a membership 
tea for prospective members. 


RESOLVED FURTHER, that publicity 
chairman, Mrs. Maribel Daffan of the 
HOusTON CHAPTER gained valuable in- 
formation attending the Fourth Annual 
Publicity Conference for Clubwomen, 
sponsored by the Theta Sigma Chi. 
Principal speakers were Emmett Walter, 
editor “The Houston Chronicle”; Mrs. 
May Del Flagg, Club and Garden Editor 
“The Houston Post”; Polly Strong, Di- 
rector of Public Relations for the Glenn 
McCarthy Interests. 


* * * 


RESOLVED that QUEEN BEACH CHAP- 
TER (Long Beach, California) is study- 
minded with a six-month course cover- 
ing subjects pertinent to the CPS exam- 
ination this month at the Business and 
Technological Division of Long Beach 
City College. 



















































RESOLVED FURTHER that “Alaska” 
was the timely topic of guest speaker 
Captain M. C. Heine, USN, who dis- 
coursed on Alaska’s strategic signifi- 
cance, at the QUEEN BEACH CHAPTER’s 
monthly meeting. 


* * * 


RESOLVED that the LADO DEL RIO 
CHAPTER (Riverside, California) is 
growing by leaps and bounds. 

RESOLVED FURTHER that it was a dis- 
tinct honor for the LADO DgL RIO 
CHAPTER to have National Honorary 
Member Superior Court Judge O. K. 
Morton conduct a legal forum, assisted 
by Assistant District Attorney William 


Gustaveson. 
os * + 


RESOLVED by the WILSHIRE CHAP- 
TER (Los Angeles, California) that films 
are an interesting way to learn, particu- 
larly after seeing “A Day in Court with 
Judge Pfaff” and a short film by Gorham 
on the manufacture of silver. 

RESOLVED FURTHER that the WIL- 
SHIRE CHAPTER entertainment commit- 
tee and education committee are work- 
ing hand in hand, with the appearance 
of Fred Crawford, a budget expert for 
the City of Los Angeles, who spoke of 
his experiences in Korea. 


RESOLVED that the GIRARDOT CHAP- 
TER (Cape Girardeau, Missouri) has a 
new set of By-Laws, and 

FURTHER RESOLVED that Mrs. Emma 
Hoffman, a widow with four children, 
spent a very happy Christmas as the re- 
cipient of gifts donated by members of 
the GIRARDOT CHAPTER. 


Left to right: Edith Hale, Louise Brewer, 
Dorothy Banowsky, Doris Fulfer, Evelyn 
Stone, Betty Young, Elizabeth Davis, Bil- 
lie Bradley, Edna Fulfer and Mary Lou 
Begley, President, at the STEPHENVILLE, 
Texas, CHAPTER installation. 
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i, The Past Year in Review ... 


3% THEATRE: 1952 marked the appearance of two dis- 
tinguished foreign companies on Broadway: the Madeleine 
Renaud Jean Louis-Barrault troupe from Paris and the 
Greek Royal Theater Company from Athens. After such 
theatre heavies as Kalfa and Sophocles, theatregoers were 
eager to welcome next two refreshing comedies: Time Out 
for Ginger with Melvyn Douglas and The Seven Year Itch 
with Tom Ewell as the mouse who played when his wife 
went away ... And then deserving of huzzahs were those 
two lifesavers of tepid plays: Margaret Sullavan of The 
Deep Blue Sea and Shirley Booth of The Time of the 
Cuckoo ... and cheers for Jose Ferrer for triumphs in all 
departments of the theatre—acting, producing and direct- 
ing . . . But an Olympic cup brimming with her favorite 
carrot juice to Katherine Hepburn for stage gymnastics un- 
becoming to an actress in The Millionairess by George 
Bernard Shaw (may he somehow rest in peace!) .. . Silli- 
est story of the year: those progress reports on the faint- 
ings and general health of Bette Davis, while real doctor- 
ing was given her anemic Two’s Company .. . And now, 
a tear or two for the entire theatre season, uninspired and 
remembered best for its revivals and holdovers from hap- 
pier seasons. 


% MOVIES: Biggest news perhaps was Cinerama, a new 
technique in which the audience participated by doing such 
unorthodox things as going over Niagara in a barrel. . . 
Pictures well remembered: Carol Reed’s splendid adaption 
of Conrad’s Outcast of the Islands . . . the adaption of 
Dreiser's Carrie . . . High Noon and especially its haunt- 
ing musical score . . . the lively Where’s Charley? . . . the 
Italian film Tomorrow Is Too Late . .. Sam Goldwyn’s fab- 
ulous fairytale, Hans Christian Anderson .. . the experi- 
ment that spoke louder than wotds—The Thief . . . The 
Four Poster, especially its cartoon sequences . . . Two films 
taken out of high school text and made warm and enter- 
taining—Robin Hood and Ivanhoe . . . Any picture starring 
Alec Guinness . . . John Ford's ode to Ireland, The Quiet 
Man, a picture as fresh and pretty as a shamrock. 


% TELEVISION: No doubt about it, Politics starred in 
this year’s TV image . . . On the regular run of shows, in 
retrospect, these stand out: Best TV-teachers of public life 
and mores—Meet the Press and See It Now . . . Top vari- 
ety show—Y our Show of Shows ... “Crime” paid the audi- 
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Coca and Caesar—Your Show of Shows. 


ence best in entertainment on Dragnet . . . Experimental 
work that promises even better things for the new year— 
Omnibus ... Fletcher Markle’s productions on Stadio One 
.. . Still bright as it was when TV was young—Kzébla, 
Fran and Ollie . . . Most promising new star: Donald 
O'Connor. 


% RADIO: Some guys who made radio worth the listen- 
ing in 1952—Robert Q. Lewis, Dave Garroway, Bob and 
Ray; and some dolls—Peggy Lee, Dinah Shore and Doris 
Day. 

% RECORDS: Of the many fine recordings issued during 
the past year these were choice: Three Cornered Hat Suite 
of Fall (London)...Smetena’s The Bartered Bride (Dec- 
ca) ... Menotti’s Amahl and the Night Visitors (Victor) 
... Beethoven’s Piano Concerto No. 5, with Horowitz fea- 
tured (Victor) ... The First Drama Quartet’s reading of 
Don Juan In Hell . . . and the show albums of Pal Joey 
and New Faces of 1952. 


% BOOKS: The most exciting “comeback” of the year 
was Hemingway's; he is once more writing in the “great” 
ranks with his The Old Man and the Sea . . . Best first 
novel by that master short-story writer Angus Wilson— 
Hemlock and After . . . Other memorable books and au- 
thors: Frederick Lewis Allen’s “inside” on the last fifty 
years—The Big Change . . . the beautiful Letters of Edna 
St. Vincent Millay .. . Picture by Lillian Ross, the tell-all 
story of the making of MGM's Red Badge of Courage... 
The Best Thing That Ever Happened by Warren Leslie 
. . . The entertaining and informative Amy Vanderbilt's 
Complete Book of Etiquette . .. Three characters from the 
comics who invaded the book market in a big way this 
year—Peanuts, Dennis the Menace and Pogo . . . and—oh 
yes—there to close off the book season with the last several 
thousand words— Tallulah! 

And now for 1953... 


The Secretary 


State Organization Officers 


ARKANSAS STATE OFFICERS 
President 

Mrs. Zenobia U. Lewis 
1818 Thayer Avenue 
Little Rock, Arkansas 
Secretary 

Mrs. Helen Reed 

763 Quapaw Avenue 
Hot Springs, Arkansas 
Treasurer 

Miss Veronica Steiert 
818 South 12th 

Fort Smith, Arkansas 


OKLAHOMA STATE OFFICERS 
President 
Mrs. June Gregory 
1721 South Quincy 
Tulsa, Oklahoma 
Treasurer 
Mrs. Ora Sanders 
3616 NW 11th Street 
Oklahoma City, Oklahoma 
Secretary 
Mrs. Ruby Lee Melton 
1725 Grand 
Chickasha, Oklahoma 
CONN. STATE OFFICERS 
President 
Miss Thelma Burnham 
137 Woodland 
Hartford, Connecticut 
Secretary 
Mrs. Helen Ayton 
33 Holcomb Avenue 
Stamford, Connecticut 
Treasurer 
Mrs. Alice D. Foote 
c/o Mayor's Office 

ew Haven, Connecticut 


TEXAS STATE OFFICERS 
President 

Miss Bess Oliver 

Box 1023 

Austin, Texas 

Secretary 

Mrs. Lillie Wehe 

2333 E. Houston Street 
San Antonio, Texas 
Treasurer 

Mrs. Charlie Meadows 
3800 Frankfort Street 
El Paso, Texas 


MISSOURI STATE OFFICERS 
President 

Miss Mary Margaret Mason 
405 Dwight Building 
Kansas City 6, Missouri 
Secretary 

Miss Leila Johnson 

321 E. McCarty 

Jefferson City, Missouri 
Treasurer 

Miss Helen Marshall 

515 H & H Building 
Cape Girardeau, Missouri 
ILLINOIS STATE OFFICERS 
President 

Miss Clare Jennings 

5146 Berenice Ave. 
Chicago 41, Illinois 
Secretary 

Miss Mary Hessling 

706 Frye Avenue 

Peoria, Illinois 

Treasurer 

Miss Pauline Bird 

350 West State Sr. 
Jacksonville, Illinois 


Welcome ... New Chapters 


AUGUSTA, GEORGIA 
(Augusta Chapter) 

President 

Mrs. Myrtle S. Owens 

U. S. Dept. of Agriculture 

6 8th Street 

Vice President 

Mrs. Emma Wall 

2152 Greene Street 

Corresponding Secretary 

Mrs. Hattie M. Amerson 

1937 Satcher Blvd. 

Recording Secretary 

Mrs. Jeannette K. Flowers 

2204 Richmond Avenue 

Treasurer 

Rachel Smith 

1913 Ohio Avenue 

STEPHENVILLE, TEXAS 

President 

Mary Lou Begley 

Fleming and Hardy Const. Co. 

350 East Washington 

Vice President 

Billie Bradley 

c/o Champion Products, Inc. 

P. O. Box 291 

Corresponding Secretary 

Mrs. Dorothy Banowsky 

661 North Rome Street 

Recording Secretary 

Mrs. Doris Fulfer 

c/o Texas Poultry Improvement 
Assn. 

P. O. Box 251 

Treasurer 

Mrs. Edith Hale 

70014 West Washington Street 


FRANKFORT CHAPTER 

Frankfort, Kentucky 
President 

Frances Marshall 

422 Conway Street 
Vice President 

Shirley Shipp 

Versailles, Kentucky 
Corresponding Secretary 

Ruth Barnes 

Franklin Apartments 
Recording Secretary 

nn Wainscott 

219 West Third Street 
Treasurer 

Mrs. Olga Risk 

802 Hoge Avenue 


KNOXVILLE, TENNESSEE 
(Knoxville Chapter ) 

President 

Mrs. Larry K. Grable 

c/o Southern Fire and Casualty 

Vice President 

Mrs. Merle D. Bowden 

723 Shelbourne Towers 

Corresponding Secretary 

Mrs. Mary L. McCall 

P. O. Box 226 

Recording Secretary 

K. Lucile Spence 

320 Shelbourne Towers 

Treasurer 

Norma L. Clower 

Route 10, Martin Mill Pike 





Accounting (continued from page 25) 


The most common balance sheet ratio is the “current ratio” 
which is the sum of the current assets divided by the sum 
of the current liabilities. For example, if the balance sheet 
shows current assets of $50,000 and current liabilities of 


The Secretary 





$25,000 it would be said to have a current ratio of 200%. 
This means the business will probably have more than suf- 
ficient cash to pay its bills when they fall due. Whether a 
ratio of a given percentage is satisfactory or not depends on 
the type of business and how accurately the current assets 
are calculated in comparison with current liabilities. Thus, 
if you have accounts receivable falling due in three months 
and an equal amount of accounts payable falling due in one 
month you may find yourself in a poor current condition 
even though the current ratio looks good on the surface. 


Another similar ratio is the quick ratio sometimes called 
“the acid test.” This is obtained by dividing current liabili- 
ties into the sum of cash, accounts receivable, and market- 

(continued on page 32) 
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Manufactured in our own plant on our new up to 
the minute high speed 3 color 
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by workmen with skill and experience in operating 
them to insure you fast delivery and 
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chapters observe 


“Boss Nite” 


throughout the country ... 
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President Frances Smith and Vice President Eileen Perry are 
shown with Bill Thompson, of the Fibber McGee and Molly 
show, special guest at the fifth annual dinner of the SANTA 
MONICA CHAPTER, at the Santa Monica Swimming Club. 













¢ Mrs. Edith Rambow, President of the GLass CiTy CHAPTER (Toledo, 
Ohio), crowns George J. Henrich Boss-of-the-Year, as Mrs. Edna Wahl, 
Secretary, smiles her approval. 





Pictured at BEACON Hitt CHAPTER’s third * 
Boss Nite are front row: Lucy P. Baglia, 
Treasurer; Alice Holmberg, Mistress of 
Ceremonies and Past President; Mrs. Mary 
C. Wells, President; Catharine Koch, Vice 
President; Charlotte Hampton, Correspond- 
ing Secretary. Standing: Philip P. Saunders, 
Comptroller, H. P. Hood & Sons Co., Inc.; 
William Weldon, Director, Government 
Relations, H. P. Hood & Sons Co., Inc.; W. 
Nelson Bump, Regional Vice President 
American Airlines, speaker; John B. Good- 
man, District Representative, Oil Industry 
Information Committee; Richard B. Fox, 
Manager Personnel and Public Relations, 
Esso Standard Oil Co.; Frank L. Johnson, 
Supervisor, Moore Business Forms, Inc.; 
Raymond P. Norton, General Manager, Ice ; 
Cream Production, H. P. Hood & Sons, ® 
Co., Inc. : : -: om 
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Attending the DETROIT TRANSCRIPT CHAPTER Boss Nite were, 
from left to right, Margaret Hliebay; Geneva Daniel, Chairman 
of the Social Committee; Clyde Neveux, Supervisor of the De- 
troit office of Remington Rand, Inc.; Marion Johnson, Chairman 
of Boss Nite; and Mrs. Vera Green, guest speaker. 


Pictured above, left to right, are: Mrs. Mary sail 
Hagan Barrett, National President; Dorothy i | 
Campbell, Corresponding Secretary; Clarence v a 
W. Head, guest speaker; and Betty Kunz, Vice ¢ e 
President and Program Chairman, at the TIRE i‘ ae 
TOWN CHAPTER (Akron, Ohio) Boss Nite. 1X 


‘3 


“Secretary of the Night” Mrs. Peggy Wackerman and “Boss of the 
Year” Frank M. Traynor, Vice President of Florida Portland Cement 
Co., were named at TAMPA CHAPTER’s first Boss Nite. Pictured from 
left to right are: Mrs. Josephine Templeton; E. P. Taliaferro, Chair- 
man of the Board, First National Bank of Tampa; Mrs. Wackerman; 
Mr. Traynor; Mrs. Frances McSweeney, Vice President; S. Kendrick 
Guernsey, Executive Vice President, Gulf Life Insurance Co., guest 
speaker; and Evelyn Orr, Treasurer. 


a 

Merritt Rose was named Boss of the Year 
at the ALIQUIPPA-AMBRIDGE CHAPTER’s Boss 
Nite. Pictured from left to right are Mr. 
Rose, Cassie Henry, his secretary; Florence 
Smith, Chapter President, making the presen- 
tation; and J. F. Becek, toastmaster of the 
evening. 


Mr. Gay Carrol, Comptroller of Humble Oil 
& Refining Company, and honorary member 
of HousTON CHAPTER (Houston, Texas) is 
crowned “Boss of the Evening” by his sec- 
retary, Gertrude E. Birkman. 
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Shown at the LORAIN CHAPTER (Lorain, Ohio) Boss Nite 
dinner are, left to right: Mrs. Lilyan Miller, Northeastern 
Vice-President; L. C. William O’Neill, Attorney General of 
Ohio, who was guest speaker; Mrs. Margaret Sposato, Presi- 
dent of the LORAIN CHAPTER; and Basil Dziama, Lorain at- 
torney, who served as Toastmaster. 
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Mardi Gras Enchantment... 








(continued from page 24) 


Highlight of the day is the Rex par- 
ade. Rex is usually a prominent resident 
of New Orleans and the only “king” 
who is not masked since his identity is 
publicly known. Rex rides at the head 
of his parade, gracious and grand. The 
King’s mantle cascades down the back 
of the float and two page boys stand at 
the foot of his throne. Then follows the 
line of magnificent floats looking for all 
the world like giant frosted cakes. 


On St. Charles Street, in front of City 
Hall, Rex stops to receive the keys to 
the city amid much pomp. The proces- 
sion then proceeds to the Boston Club 
on Canal Street where the Queen of the 
Carnival and her court await. Rex pauses 
to greet his Queen, presents her with 
flowers and offers a toast of champagne. 
The toast finished, he casts his glass to 
the pavement and the procession pro- 
ceeds through a sea of uplifted hands 
eager to grab a trinket or piece of candy 
tossed from the masked riders on the 
float. The trinkets are small and usually 
inexpensive but the crowd goes wild as 
a string of tiny beads flies through the 
air and a hundred pair of hands reach 
out to grab it—and another cry goes 
out “Mister, mister, throw me some- 
thing.” It is a belief in New Orleans that 
it is lucky to catch favors from passing 
floats. 


The maskers hold tight to a support- 
ing iron pole on their float as they toss 
the gaudy pieces of jewelry and candy 
into the crowd below. It’s all great fun. 


The floats, most of them costing sev- 
eral thousand dollars, are constructed in 
a secluded section of town, in deep 
secrecy. Work on the floats usually be- 
gins in April and continues up to a few 
days before the day of the parade. 


The floats are constructed with a cer- 
tain science to better set off the brilliant 
coloring. In the day parades the gold 
and silver leaf used in trimming the 
floats is applied in such a manner that 
the rays of the sun are caught and de- 
flected upon the ornamental platform. 
At night the leaf is pointed downward 
to take advantage of the glare from the 
torches. 


Actually the parades’ program opens 
the Thursday night preceding Mardi 
Gras week with the procession of the 
Krewe of the Knights of Momus organ- 


ized in 1872. The Krewe of Hermes, . 
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Over 150 years of history stand in this 
historic and glamorous Old French Quar- 
ter of New Orleans. Beautiful St. Louis 
Cathedral, erected in 1794, stands along 
side the Cabildo, now a state museum, in 
which the ruling bodies of the Spanish 
Colonial government met with the French 
Provincial government before the historic 
transfer of the Louisiana Purchase to the 
United States in 1803. 


which staged its first parade and ball in 
1937, celebrates Friday night. 


But most of the Mardi Gras visitors 
don’t begin arriving in New Orleans 
until Saturday morning or Sunday. At 
least this is the policy followed by most 
of the country’s travel agents which send 
special tours into New Orleans for the 
Mardi Gras. 


There is much to see and do in New 
Orleans beside watching parades, even 
during the Mardi Gras festival. Most of 
the package tour schedules are arranged 
to give the visitors plenty of time when 
they can be on their own. 


In a way every American sort of owes 
it to himself to see at least one New 
Orleans Mardi Gras in his lifetime be- 
cause we believe it is an experience un- 
equalled anywhere. 


There are various means of taking in 
this great show, but the secretary with 
limited time and money will find the 
planned tours of travel agents beneficial. 


Many of the agents already have their 
schedules mapped out. They have been 
working on them almost as long as have 
the men constructing the magnificent 
float that will carry Rex down Canal 
Street on February 17. And if you are 
there, perhaps you will be one of the 
lucky ones who catch a string of beads, 
but even if you don’t, you'll have fun 
galore in New Orleans during Mardi 
Gras time. 





Accounting 
(continued from page 29) 


able securities. If this ratio amounts to 
100% or more it is usually considered 
favorable. 


The third kind of ratio, comparing 
balance sheet items with income state- 
ment items, is best exemplified by the 
“rate of earnings” ratios. These compare 
the net earnings for a given period, usu- 
ally a year, with the amounts invested in 
the business, such as capital, total capi- 
tal, or common stockholders equity. For 
example, if a proprietor had $50,000 
invested in a business throughout the 
year, and the business earned $10,000, 
it would be said to have an earning rate 
of 20% ($10,000 divided by $50,000). 
It is interesting and valuable to com- 
pare this percentage with that earned by 
other businesses. 


The development and comparison of 
significant ratios is not a panacea for an- 
swering questions which interested peo- 
ple may have about a business and it is 
dangerous to use ratios to the exclusion 
of other techniques. Many businesses 
engage engineers, lawyers, and other 
consultants to help them interpret and 
explain financial statements and trans- 
actions. Most successful business people 
also find out as much as they can about 
the practical operations of the business 
so they will always be in the best posi- 
tion to understand and explain the finan- 
cial results from a common sense stand- 
point. If you are interested in the sub- 
ject of financial statement analysis and 
interpretation, you will find an abund- 
ance of literature in a good public li- 
brary. 





Take a Letter, Please 


(continued from page 21) 


among pertains to more than two per- 
sons or groups; between is used with 
only two. The preposition beside is al- 
ways a preposition and not a conjunc- 
tion. Im is frequently misused for by, on, 
to and within. Say “By doing that, you 
have clinched the deal for us.” Say “That 
doesn’t come within my territory,” not 
“in my territory.” Within conveys the 
idea of belonging; im doesn’*. Preposi- 
tions compose only a small fraction of 
words in our language, but :c’s necessary 
to understand them if you're sincerely 
trying to say what you mean. 


In February we'll have more do’s and 
don’t about the words you use. 
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...on her New Remington 2 Wo Caimlise ae 


TESTED TEMPO TOUCH is a truly remarkable 
innovation in typebar action and key design. 
It makes manual typing faster, easier, and truly 
rhythmic. And that isn’t all. The new Super- 
riter also features: 


e Perfect Positioning Scale—Exclusive fea- 
ture combined with new simplified margin 
controls assures perfectly centered letters 
and headings. 

e Expanded Capacity Keyboard—to provide 
2 additional keys (4 extra characters) at 
no extra cost. 


Your Remington Rand representative will be 
proud to show and demonstrate this superb new 
Remington typewriter. See the new Remington 
Super-riter today. 


THE FIRST NAME IN TYPEWRITERS 
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conversation, is the real secret of the highest - 


quall ORRBEOE peer Panama-Beaver ribbons are mute 
w ‘} inks that no others duplicate. 

W nen you are offered something “just as ates as a 
Panama-Beaver product” you are listening to some one 
who cries to alk quality into what he is selling. 

_.. Your Panama-Beaver Man sells the best quality, dollar 
for dollar that your money can buy. He won't try to sell 
yo something “just as good” as you are using, he will 
offer to you better quality at the same price or less. Some- 
tim s he will recommend paying more...you will always 
get more dollar for dollar by following his suggestions. 
Better work, more work, less turnover of supplies are the 
results of using Panama-Beaver products that have quality 
built in, not talked in. 


INKED RIBBONS + CARBON PAPERS 


K Quatity INTO A PRODUCT 
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bon. No other ribbon wi 5 jive 
you such perfect looking cor- 
respondence. No other ribbon 
will hold its color as long as 
the RHINO ribbon. Nor, is there 
anything better on the market 
at a lower, equal or higher 
price. If you want the finest 
looking correspondence you 
have ever seen, then start using 
the RHINO ribbon immediately. 
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UNIMASTERS * DUPLICATING SUPPLIES 


— sinee 1896 the line that ean’t be matched 


Sal yourtocal PaMAMA-BEAVER MAN... cluays_2 lie witeZ— 
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